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CONTACT US

Document Comments:
We value your feedback on this document.

How are we doing? The Communications & Documentation Team of the electronic Research
Administration (eRA) is dedicated to serving our community and welcomes your feedback to assist
us in improving our user guides. Please send comments about the user guide to this

address: eRA Communications@mail.nih.gov.

Troubleshooting support:

Please contact the eRA Service Desk:
Toll-free: 1-866-504-9552

Phone: 301-402-7469
TTY:301-451-5939

Web: http://grants.nih.gov/support (Preferred method of contact)

Email: commons@od.nih.gov (for Commons Support)

Email: helpdesk@od.nih.gov (for IMPAC II Support)

Hours: Mon-Fri, 7:00 a.m. to 8:00 p.m. Eastern Time

DISCLAIMER STATEMENT

No data shown in illustrations represents any real account, project, or individual. Any resemblance
to actual accounts, projects, or individuals is purely coincidental.
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1 What is xTRACT?

Extramural Trainee Reporting and Career Tracking (XTRACT) is a module within eRA Commons
used by applicants, grantees, and assistants to create research training tables for inclusion in
progress reports and institutional training grant applications.

Because xXTRACT is integrated with Commons it is able to pre-populate some training data for
training tables and reports by using xTrain appointment and related data. This includes trainee
names, selected characteristics, institutions, grant numbers, and subsequent NIH and other

HHS awards. XTRACT also allows the manual entry of data, for information not found in
Commons or xTrain. This manually entered information is stored in XTRACT and can be re-used
when preparing subsequent training table submissions.

If you are a Signing Official (SO), Administrative Official (AO), Business Official (BO), Principal
Investigator (PI), or assistant (ASST) in Commons, you have access to the xXTRACT module.

IMPORTANT: xTRACT is a tool for creating training tables. Tables generated in XTRACT
must be attached to and submitted with the appropriate progress report or application. There is no
Submit feature in XTRACT.

POLICY: Guide Notice NOT-OD-16-007 (http://grants.nih.gov/grants/guide/notice-files/NOT-
OD-16-007.html)
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2 Initiate an RTD for New Application

IMPORTANT: Only the Principal Investigator (PI) can initiate an RTD for a new application.

To initiate an RTD for a new application:

1. Select the New Applications tab.
2. Select the Initiate RTD for New Application link.
3. Enter the fields as displayed on the Prepare New Research Training Dataset (RTD) screen.
Required fields are marked with an asterisk (*).
o Project Title (required)

o Description
« FOA
« Institution (required)

4. Select the Save button.

Home Admin  Instiution Profile  Personal Profile  Status  Prior Approval  RPPR Intemet Assisted Review  xTrain  xTRACT Admin Supp eRA Paitners
XTRACT Info Nm-ﬁ.pphcmmn-g Training Grants  Persons  Instifubion Data

MNew Applications=

Prepare New Research Training Dataset (RTD) @
Search RTD for New Back o search resuis
Applications

Indtiate RTD for New Basic Information e
Application

# Required Fiekds
* Project Title

Description

FOA

# Institution UNIVERSITY OF ROCHESTER

NOTE: If a user with the ASST role is initiating the RTD, they will see additional drop-down
fields used to select the contact PI and, in cases where the PI has multiple affiliates, an Institution
field to select the appropriate institution.

Initiate an RTD for New 2 December 09, 2016
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Home Admin Institution Profile  Personal Profile  Status  Prior Approval RPPR  Intemet Assisted Review  xTrain  xTRACT Admin Supp  eRA Pariners

XTRACT info  New Applications  Training Grants Persons  Institution Data

Hevt Appicatione Prepare New Research Training Dataset (RTD) @

Search RTD for New
Applications

Basic Information @
Applicaticn

#% Required Fields

Back to search resuls

# Project Title
Description

-
oA User with ASST role will have

additional drop-down fields to
["' select the contact Pl and

’ Institution (if the PI is associate

[* Insiiutien with more than one institution).
B3 h

You will see a message at the top of the screen confirming that your RTD has been initiated.
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3 Search RTD for New Applications

To search for RTDs for new applications:

1. Navigate to the New Applications tab.
2. Select the Search RTD for New Applications link to display search parameters.

3. Enter search parameters to narrow the results.
o New Data Set Identifier

o PD/PI Last Name
o New Data Set Project Title

Tip: Y ou can use the percent sign (%) as a wild card at the start, end, and middle of your
criteria.

4. Select the Search New RTDs button.

Home Admin Institution Profile  Personal Profile  Status  Prior Approval RPPR  Internet Assisted Review xTrain | xTRACT Admin Supp eRA Partners

xTRACT Info | New Applications Training Grants Persons  Institution Data

New Applications =

Search Research Training Data Sets for New Applications &
Search RTD for New

New Data Set Identifier
Initiate RTD for New
Application

PD/PI Last Name

MNew Data Set Project Title

You can perform a wildcard search by using the "% character, for example: abcd?% or %abcd or ab%cd%

Search New RTDs [ Clear I

New RTDs

Nothing found to display.

New RTDs display in a table on the screen. If no matches are found, the following message
appears: Nothing found to display.

The information presented in the results includes:
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New Data Set Identifier
Project Title

PD/PI Name

o Status

Action links

Home Admin Institution Profile Personal Profile  Status  Prior Approval  RPPR  Infemet Assisted Review  xTrain  xTRACT | Admin Supp  efA Pariners.

XTRACT Info  New Applications  Training Grants Persons  Instfiution Data

New Applications =

Search Research Training Data Sets for New Applications @
Search RTD for New
Applications
Mew Data Set ldentifier
Initiate RTD fof New
Application
PO/PI Last Name

shorts

Hew Data Set Project Title

You can perform a wildeard search by using the % characier, Tor exampie; abod or %abed® of ab%cd%

New RTDs
Showing 1 - 3 of total

New Data
Set identifier * Project Title = PD/Pi Name s Satus 3 Action
1026 Sampie of Mew Project_ Sample of New Project_ Sampie of New SHORTS, JIM In Prepane ATD for Mew Appiicaion

Project Sample of Mew Project_ Sample of New Project_ Sampie of ' Frogress

New Project_ Sampie of New Project_ Samphe of New Project_ Sample

of New Pro
15668 Awesome New Training Program SHORTS, JIM Final

Unfinalce New Applic abon

17323 New App for Testing XTRACT-425 SHORTS, 1M Final View Traring Tasles

UnfndiCe New Apohd abon

The links available in the Action column will vary depending on the role of the user
(whether they have edit or view privileges) and the status of the RTD (whether it is in
progress or finalized). Select the appropriate link for your action. Potential links include:

o Prepare RTD for New Application

Use this link to continue preparing an RTD for a new application that has not yet been

finalized.
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o View Training Tables

Use this link to view the training tables for a New Application. The link is available
once the RTD has been marked as Final.

o Unfinalize New Application

This link is available to users (PD/PIs and their ASSTs) with the permission to
unfinalize an RTD that has been marked as Final.
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4 Search for Training Grants

Use the Search for Training Grants feature to prepare RTDs for use in revisions and renewals or
in Research Performance Progress Reports (RPPR).

1.

Select the Training Grants tab.

The Search for Training Grants screen displays with search parameters for Grant Number
and PD/PI Last Name.

For an ASST, an additional search criterion of Delegator also appears. This allows the
ASST to filter results to a specific PI who has delegated access to them. This is a drop-down
which defaults to blank, but includes the names of all PIs who have delegated access to the
ASST.

. Optional: Enter the appropriate search parameters. This is not required.

Grant Number

e Type
o Activity Code

T32 is the default value.

IC Code

o Serial Number

Support Year
o Suffix

PD/PI Last Name: Enter the last name of the PD/PI associated with the project.

Tip: Y ou may use the percent sign (%) as a wild card at the start, at the end, or in the middle
of your criteria.

3. Select the Search Training Grants button.
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Training Grants.-

Search Training Grants

Home Admin Instiution Profile  Personal Profile  Status  Prior Approval  RPPR  Interned Assisted Review  xTrain | xTRACT Admin Supp  eRA Partners

XTRACT Info  Mew Applications | Training Granis Fersons  Inslitution Data

Search for Training Grants to work on or view Research Training Datasets (RTDs) @

Grant Number

Type Activity Code IC Code Sernial Number Suppart Year

T3

[<]

FDIF| Last Name

Suifix

All records matching the entered search criteria (if any) display in the hit list below the
search criteria. These records are limited by the privileges associated with your account. If
no programs meet the entered criteria, the following message displays: Nothing found to

display.

Training Grants=

Search Traming Granis

Home Admin Institution Profile  Personal Profile  Status  Prior Approval  RPPR  Intemet Assisted Review  xTrain | »TRACT Admin Supp eRA Parners

xTRACT Info  New Applications | Training Grants Persons  Instiution Data

Search for Training Grants to work on or view Research Training Datasets (RTDs) @

Grant Number

Type Activity Code IC Code Serial Number Support Year
Select All v
PD/PI Last Name
Shorts
You can perform a wildcand search by using the %" character, fof xamphe: abod% of %abd® of ab%od%

M| ciear |

Grant
Grant Number “~ Status = Pl Name * [Project Title ¥ RTD Status
SR2ISGMIFHHIR12 Pending Shorts, Jim Resource in Education in Microbiology  In Progress (RPPR)
and immunoiogy
STA2AI559995-29 Pending Shorts, Jmi Predoctoral Training Program in In Progress (RPPR)

Immunakogy

Suffix

Showing 1 - 2 of total

¥ Action

| Continue for RPPR
Conlinie for RPPR
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The training grants are presented in a table and include the following related information:

Grant Number
Grant Status
PI Name
Project Title
Status

Action

The Action column presents the options to perform several tasks. These tasks are limited to
the role associated to your account. You may see all or some of the following links:

Prepare for RPPR

Use this link to prepare the RTD for the progress report. The link appears when the
training grant is awarded, the next support year is pending, and RTD preparation for
the RPPR has not been initiated.

Continue for RPPR

Use this link to continue an RTD already in progress. The link appears when the RTD
for the progress report has been initialized but is not final.

Prepare for Revision

Use this link to prepare the RTD for a revision. The link appears when the training
grant is awarded and an RTD preparation for a revision has not been initiated.

Continue for Revision

Use this link to continue an RTD already in progress. The link appears when the RTD

for a revision has been initialized but is not final.

Prepare for Renewal

Use this link to prepare the RTD for a renewal. The link appears when the training
grant is awarded, has entered or will soon be entering its final noncompeting year, and
an RTD preparation for a renewal has not been initiated.
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o Continue for Renewal

Use this link to continue an RTD already in progress. The link appears when the RTD
for a renewal has been initiated but is not final.

o View Tables

Use this link to view the training tables for an RPPR, Revision, or Renewal. The link
1s available once the RTD has been marked as final.

o Unfinalize

This link is available to users having the permission to unfinalize an RTD for an
RPPR, Revision, or Renewal that has been marked as Final.
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5 Prepare RTD for a New Application

Use the links listed under RTD on the left side of the screen to maintain the specific sections of the

RTD:

Basic Information

Participating Departments/Programs

Training Support & Summary

Participating Faculty

Participating Students

Applicants and Entrants

Preview PDF
Finalize RTD

Selecting the links above opens the specific section of the RTD. From within, you can add, edit,
and/or remove data.

Mew Applications -

Search RTD for New
Applications

Initiate RTD for New
Application

New RTD

PODIPI

492 The Effects of Workioad on Post Docs

Shorts, Jim

-~

\,

RTD =
Basic Information

Participating
Departments

Programs

Training Support &
Summary

Farticipating Faculty
Participating Students
Applicants and Entrants
Preview PDF

Finalize RTD

Basic Information @

& Required Fields

MNew Data Set Identifier 452

* Froject Title

The Effects of Workload on Post Docs

Pl Name

(Contact) Shorts, Jim

Description

Ag

Prepare RTD for a New
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5.1

Basic Information (New Application)

The Basic Information section includes:

New Data Set Identifier (read only)
Project Title
PI(s)

Added PIs are read only. Use the Add PI button to include additional PIs. Links are also
available for removing a PI and setting the PI as the Contact. Refer to the steps below.

Description

The optional description field is provided so that you can add a meaningful description of the
purpose of the RTD. This information is used only within XTRACT and is not part of the
data submitted with the training grant application.

FOA

For informational purposes only. There are no restrictions for submitting an RTD based on
the FOA.

Institution (read only)

Update the fields as appropriate and select the Save button.
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Home Admin Insiifution Profle  Personal Profile  Sialus  Prior Approval  RPPR Inemel Assisied Review  xTrain  xTRACT | Admin Supp  eRA Pariners

AKTRACT Info | Mew Appiications  Training Grants  Persons  institution Data

New Applications = Prepare F ich Training Datasel (RTD) for New Apphcation
Search RTD for New Mew RTD 452 The Effects of Workioad on Post Docs
Applications

Shorts, Jim
Initiate RTD for New PO
Agplication

Back to search resu:

RTD=

Basic Information @

Basi Infonmation

Paricipating * Required Fielss
Depanments New Data Setigentifier 450
Piograms
* Project Title
Training Support &
Summary The: Efecis of Workload on Pos! Docs
Participating Facuity H[‘Jm
Parlicipating Students
Showing 1-1 of total 1
Applicants and Entrants
Fl Hame = Actions

Preview POF
(Contact] Shorts, Jim

Finalize RTD
Description

We are testing to see the effects of woekioad on post docs

FO&

PAR-12-345

% Institution UNIVERSITY OF ROCHESTER

- [

5.1.1 Add PI

To add a PI from a search:
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1.

Select the Add PI button.

Home  Admin  Insiulion Profe  Persondl Profile  S1alus  Prior Appioval  RPPR Inlemel Assisted Reviinwy  xTrain  xTRACT  Admin Supp &R Panners

ATRACT Info  New Applcations  Training Grants  Persons  InstRution Data

New Applications -

Search RTD fof Mew
Applications

Initiate RTD for Hew
Agplication

RTD=

Bask Infonmation
Prartic ipating
Depariments /

Programs

Training Support &
Summary

Participating Facuity
Participating Stucents
Applicants and Entrants
Previesw PDF

Finalize RTD

Prepare Research Training Datasal (RTD) for New Application

New RTD 452 The Efiects of Workicad on Post Docs

POVPI Shorts, Jm

Back o search resus:
Basic Information @

% Required Fields
New Data Set ldentifier 452

* Project Tite

The Effects of Workload on Post Docs

" HI Aaid F1 '

Showing 1-1 of total 1

Fl Name = Actions
(Contact) Shorts, Jim

Description

W are bhesting to see the efecls of workioad on post docs.

FOl

PAR-12-345

% Institution UNIVERSITY OF ROCHESTER

- [

2. Enter parameters and select the Search Persons button. By default the search will be

3.

conducted within your institution, but you can expand this search to look outside of your
institution by removing the check mark from the box titled Search for persons who have a
Commons affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

All matching records display in the Person(s) table. Only persons with a Commons role of
PI will be returned in the search. Select the Add PI link in the Action to add the person.

Prepare RTD for a New
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Search for Persons

Search Criteria

-]
# Either Commons User 1D or Person 1D or Last Mame s required to perform person search
* Commons User ID % Person ID
First Mame Middle Mame # Last Name

Hope

| Search for persons who have a Commens affiliation with my institution

You can perform a wildcard search on Commons 1D or Last Mame, by using the "%" character
For example: abcd% or %abcd%% or ab%bod

Close
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Search for Persons

Search Criteria

©
£ Search Results @

Persons
Shaowing 1 - 1 of total 1
Filter:
Show 10 [w| perpage - )
Commons Person Commons
Parson Name &~ UseriD & ID & Institution = Email & Action
HOPE. BOB HOPEB 1234567 UNNERSITY  eRATest@mail nih.gov {
f e | )
ROCHESTER
i} Looking for a Person bul don't see thal person listed? You can create a new XTRACT person record here. j

| Close

4. Repeat the steps to add other PIs. Added PIs appear in the Person(s) list with the word
Added shown in the Action column.

5. Use the Close button to close the search screen.

5.1.2 Set as Contact

If your application has multiple PlIs, you can set a PI as the Contact. From the Basic Information
section of the RTD, find the PI you wish to set as Contact. Select the Set as Contact link.

5.1.3 Remove a PI

Use the (remove) link located next to a PI's name in the Basic Information section of the RTD to
remove that PI from the record. This link only appears if multiple PIs exist and the link only
appears for PI's other than the contact PI.

Select OK to confirm the removal when prompted.
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5.2 Participating Departments and Programs (New Application)
Use this section to add/remove departments and programs.

5.2.1 Add Departments

1. Select Participating Departments/Programs on the left.
2. Select the Add Participating Departments or Programs button.

National Ins

i) A Electronic Research Administration
A program of the National Institutes of Health

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR Internet Assisted Review xTrain | xTRACT Admin Supp eRA Partners Non-Research

tes of Health @ ormce orBxtramura

partment of Health & Human & Arivis Tarkheena - @Help . ContactUs @ Logout

XTRACT Info | New Applications Training Grants Persons Institution Data

New Applications - Prepare Research Training Dataset (RTD) for New Application
Search RTD for New Applications New RTD 1029 cognitive studies
Initiate RTD for New Application PDIPI TARKHEENA. ARIVIS
R Participating Departments and Programs @

Basic Information

Add Participating Departmenis or Programs

o

Participating Departments / Programs ]

Training Support & Summary Participating Departments and Programs have not been added to the RTD yet and are needed to prepare the RTD for a new
application
Participating Faculty pp
Department or Program Name Type Actions

Participating Students
Applicants and Entrants
Preview PDF

Finalize RTD

Add Participating Departments and Programs

Choose your Department or Program

(T
(T

Looking for a Program but don't see it listed? You can also create ocne.

Save Cancel

3. Start typing in the text box. The system will display a list of departments and programs with
that character string in a drop-down menu.
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Add Participating Departments and Programs

Choose your Department or Program

brain|

| CENTER FOR [Z[i1[{| SCIENCE

Save Cancel

4. Find the appropriate department in the results list drop-down and select the appropriate
department. Major Components are also displayed with the Department to differentiate
among departments with the same name in different units of the organization.

Add Participating Departments and Programs
Choose your Department or Program

CENTER FOR BRAIN SCIENCE

Looking for a Program but don't see it listed? You can also create one.

Save Cancel

5. Click on the Save button to complete the selection and close the screen.

The Participating Departments and Programs screen updates to show the added department(s) in
a table. Added programs and departments display in the same table. The Actions column includes
links for removing and editing the programs and departments.
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5.2.2 Add Programs

1. Select the Add Participating Departments or Programs button.

partment of Health & Human National Institutes of Health @ Office of Extramural R c & Arivis Tarkheena - @Hslp % ContactUs @ Logout

) A Electronic Research Administration
A program of the National Institutes of Health

Home Admin Institution Profile Personal Profile Status ASSIST Prior Approval RPPR Internet Assisted Review xTrain | xTRACT Admin Supp eRA Partners Non-Research

XTRACT Info | New Applications Training Grants Persons Institution Data

New Applications - Prepare Research Training Dataset (RTD) for New Application
Search RTD for New Applications New RTD 1020 cognitive studies
Initiate RTD for New Application PDIPI TARKHEENA. ARIVIS
e Participating Departments and Programs @

Basic Information

Add Participating Departments or Programs

o

Participating Departments / Programs ]

Training Support & Summary Participating Departments and Programs have not been added to the RTD yet and are needed to prepare the RTD for a new
application.
Participating Faculty gy
Department or Program Name Type Actions

Participating Students
Applicants and Entrants
Preview PDF

Finalize RTD

2. Sart typing in the text box. The system will display a list of departments and programs with
that character string in a drop-down menu.

3. Find the appropriate program in the results list drop-down and select the appropriate
program.

The Action column updates to show Added for the added program. Y ou can repeat the step
to Add Program for as many programs as necessary.

To add a Program not available in the search results, select Create One. Add Program
Name (required) and Program Description (optional) and select Create Program and
Select as Participating in my RTD.
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Add Participating Departments and Programs

Choose your Department or Program

Looking for a Program but don't see it listed? You can als

Add Participating Departments and Programs

Choose your Department or Program

Looking for a Program but don't see it listed? You can also create one.

Save Cancel

Create Program, to be added to my list of participating programs on this RTD @

* Required field(s)
% Program Name

Program Description

Create Program and Select as Participating in my RTD Cancel )

4. Click the Create Program and Select as Participating in my RTD button to add the
program to the list of selected departments/programs. Then click the Save button to add this
newly-defined program to your RTD.

The Participating Departments and Programs screen updates to show the added program(s) in a
table. Added programs and departments display in the same table. The Actions column includes
links for removing and editing the programs and departments.

5.2.3 Edit Departments & Programs

To edit a program or department, select the Edit button from the Actions column.
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Participating Departments and Programs @

Add Participating Depariments or Programs

Showing 1 - 2 of total 2

Department or Program Name “ Type
CENTER FOR VACCINE BIOLOGY AND IMMUNOLOGY/SCHOOL OF MEDICINE AND DENTISTRY Deparnment
NEUROSURGERY/SCHOOL OF MEDICINE AND DENTISTRY Department

Click on the Edit button in the Actions column, for any participating program or department, in
order to update Census data as necessary.

Faculty

° Total

« Participating
Predoctorates

o Total

Supported by any HHS Training Award
Students with Participating Faculty
Eligible Students with Participating Faculty

Postdoctorates

o Total

o Supported by any HHS Training Award

o Postdocs with Participating Faculty

« Eligible Postdocs with Participating Faculty
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Home Admin  Instfution Profle  Personal Profile  Stalus  Prior Approval RPPR Inlemet Assisted Review  xTrain  xTRACT Admin Supp &RA Pariners
KTRACT Info | Mew Appilications Training Grants Persons  Instulion Data

New Applications - Prepare Research Trainng Datasal (RTD) for New Applcation

Search RTD for New New RTD 497 The Efects of Workioad on Pos! Docs

Applications

Initiate RTC for Mew D Shorts, Jn (Canict)

Application

Participating Department/Program Detail §

AL HEUROSURGERY/SCHOOL OF MEDICINE AND DENTISTRY

Basic Infanmation Census

Participating

Departments Faculty

Programs

Traming Suppon & Total o

Summary

Participating Faculty Panticipating o

Farticipating Students

Agplicants and Entrants Predoctorates

Preview POF Participating ]

Finalize RTD
Supported by any HHS Training Award o
Students with Participating Faculty o
Eligible Students with Participating Faculty a
Postdoctorates
Total o
Supported by any HHS Training Award o
Posidocs with Farticipating Faculty o
Eligibie Postdacs with Participating Faculty o
oo [

Select the Save and Close button to save the information.

5.3 Training Support & Summary (New Application)
5.3.0.1 Summary Statistics

Displays the read-only totals of the following:
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Average Grant Support per Participating Faculty Member

Total Number of Predoc Positions
Total Number of Postdoc Positions
Total Number of Short-Term Positions

The Average Grant Support per Participating Faculty Member is the mean of the Current
Year Direct Costs in Research Support for each Faculty member.

The total number of positions represent the sums of the positions entered for each
Institution Training Grant.

Prepare Research Training Dataset (RTD) for Mew Application

MNew RTD 418 The Effects of Romulan Ale on Senior Staff

PDIPI Bond, James

Training Support & Summary @

©5ummary Statistics

Average Grant Support per Participating Faculty Member $30,906
Total Number of Predoc Fositions 0
Total Number of Postdoc Positions 0
Total Number of Short-Term Positions 0

@Institutional Training Support Detail
NIH Sources of Support

Showing 1 -1 of total 1

Grant Title +  Award Number ¥ Project Period ¥ PDIPI

Predoctoral Training Program in T32A1999999-28 091986 to 06/2018 Ne, Dr., .
Whiplash, Snidaly,

Immunology

Rabbit, Roger

Add Institutional Training Support

@Census Totals
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5.3.1 Institutional Training Support

To add currently active, federal institutional training, career development, or research education
support available to the participating faculty members:

1. Select the Add Institutional Training Support button in the Institutional Training
Support Detail section.

Training Support & Summary @

© Summary Statistics

@ Institutional Training Support Detail
NIH Sources of Support

Showing 1 -1 of total 1

Grant Title * Award Number = Froject Period = PDPI = Action
Integrative Immunclogy Training T32A1999999-37 07/1980 to 0512019
Program

Add Institutional Training Support )

© Census Totals

2. Search for support by entering any of the criteria on the Add Institutional Training Support
pop-up. Y ou must enter either an IC Code or PD/PI Last Name.
o Activity Code

e IC Code

o Serial Number

« Suffix Code

o Start Date

o End Date

o PD/PI Last Name

o Institution

Tip: As you type an institution name, a drop-down list of potential matches will begin
to populate. Select the institution from that list.
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3. Select the Search Funding Sources button.

Add Institutional Training Support

Search NIH Funding Sources
© 3 Search Criterna

Activity Code % IC Code Serial Number Suffix Code
Start Date (mmidd/yyyy) End Date {mm/ddiyyyy)
# FDVPI Last Name

Institution

Clear l cancel |

‘ Close

4. From the result list, click the Select link from the Action column for the correct project.

The added source of support will display on the Training Support and Summary screen.

Use the Edit and Remove links next to the record to update or remove the funding source as
necessary.

Additional detail can be found in the Institutional Training Support Detail section.

5.3.2 Census Totals

Displays totals for Faculty, Predoctorates, and Postdoctorates.

Faculty
° Total

« Participating

Use the Edit button to add to or update the numbers for unique faculty members across
participating departments and interdepartmental programs.

Predoc

The following read-only information is displayed. This data is maintained on the Participating

Departments/Programs section, and the sum totals across Participating Programs and
Departments are shown here.
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o Total

o Supported by any HHS Training Award

« Total Predoctorates with Participating Faculty

« Eligible Students with Participating Faculty

e TGE Predocs Supported by this Training Grant

o Predocs Supported by this Training Grant (R90 Only)

Postdoc

The following read-only information is displayed. This data is maintained on the Participating
Departments/Programs section, and the sum totals across Participating Programs and
Departments are shown here.

o Total
Supported by any HHS Training Award

Total Postdoctorates with Participating Faculty

Eligible Postdocs with Participating Faculty
TGE Postdocs Supported by this Training Grant
Postdocs Supported by this Training Grant (R90 Only)

5.3.3 Institutional Training Support Detail (New Application)

Select the Edit link on the Institutional Training Support section of the Training Support
& Summary to open the Editing screen.
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Institutional Training Support Detail

Project Title: Predoctoral Training Program in Immunology

Grant Number: T3I2A999999-01A1

& Number of Trainee Positions

Number of Predoc Positions 1]
Number of Postdoc Positions 0
Number of Short-Term Positions 0
Number of Participating Faculty 0

© Overlapping Faculty

Number of Overlapping Faculty 1
Showing 1 - 1 of total 1
Overlapping Faculty Name *  Action
Hope, Bob

.ﬂn_‘ln'_‘l Overlapping Faculty )

5.3.4 Number of Trainee Positions

Use this section to add the number of Predoc, Postdoc, Short-term trainee positions, and
Participating Faculty positions.

1. Select the Edit button.
2. In the Institutional Training Support pop up, enter the appropriate totals.
3. Click the Save button.

5.3.5 Overlapping Faculty

Use this section to update the names and number of overlapping faculty.
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1. Select the Add Overlapping Faculty button.

© Overlapping Faculty

Number of Overlapping Faculty

Overlapping Faculty Name

)

Hope, Bob

‘\11-:1 Overlapping Faculty

Action

Showing 1 -1 of total 1

2. In the Action column, select Add Overlapping Faculty for any participating faculty
members that are also on the Institution Training Grant. If a needed faculty member does not
display in the results, then add the faculty member as Participating Faculty as described in
the topic titled Refer to the section of this document titled Participating Faculty Members
(New Application) on Page 29 for new applications.

The Action column updates with the word Added.

Add Overlapping Faculty

Person Name Commons User D Person ID Email Action

White, Snow WHITES 1234567 eRATest@mail nih.gov [.a.ua QOverlapping Fac ulr]r]
Black, Jack BLACK] 2345678 eRATest@mail.nih.gov [ Add Overtapping Faculty |
Smith, Black SMITHB 3456789 eRATest@mail.nin.gov [ Add Overlapping Faculty |
Sith, Blue SMITHBL 4567890 eRATest@mail nih.gov | Add Gverlapping Faculty |
Light, Bud LIGHTB 5678901 eRATest@mail.nih.gov | Add Overlapping Faculty |
Crasby, Bing CROSBYB 6789012 eRATest@mail.nih.gov ( Add Overtapping Facuty |

Thomas, Danny  THOMASD 7890123 eRATest@mail.nih.gov | Add Overtapping Facuity |
Thomas, Marlo THOMASM 8901234 eRATest@mail nih.gov SAdded
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3. Select the Close button.

The Overlapping Faculty Name displays on the Institutional Training Support Detail screen with
the option to Remove the overlapping faculty member. The updated total count of the overlapping
faculty is calculated by system and is displayed as read-only.

5.4 Participating Faculty Members (New Application)

Displays the participating faculty added to the RTD - or a message indicating that no faculty have
been added, when appropriate.

New Applcations = Prapare Research Training Datasat (RTD) for New Application
Search RTOD for New Néw RTD 419 The Effects of Romulan Al on Senior Stafm
Applications

Initiate RTD for Mew ORI Shorts, Jm

Application

RTD =

Participating Faculty Members @

Basic Information

Pariic .Whﬂg Add Faculty

Depanments /
Frograms Showing 1 -7 of total 7
Training Support & Person Name * Commens User D % Person D % Email * Action
Summary

White, Snow WHITESNOW 1234567 eRATesi@mail.nih.gov Edi || Remove
Participating Faculty

White, Grampy WHITEGRUMPY 2345678 ERATESUDMAIlL M gov Edit || Remove |
Fanicipating Students

white, Doc WHITEGOC 3456785 eRATesI@mail.nih gov Edn
Applicants and Entrants ;

whita, Sleepy WHITESLEEPY 4567890 eRATesI@mail.ndh.gov Ean || Remove
Preview PDF

White, Happy WHITEHAPPY 5678501 eRATesi@mail.nih.gov £ || Remove |
Finalize RTD

white, Bashful WHITEBASHFUL 6789012 eRATest@mall nih gov Remove

5.4.1 Add Faculty
To add faculty, select the Add Faculty button.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.
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Search for Faculty

© 3 Search Critenia

* Either Commens User ID or Person 1D or Last Mame is required to perform person search

* Commons User ID * Person ID

First Name Middle Name * Last Mame
Shorts%

M search for persans who have a Commons with my in

-ommons 1D or Last Name, by using the %" character

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add

the person to the list of faculty for this student.

When the Add Faculty button is clicked, the Action column will display the word Added.

Search for Faculty

© [ Search Criteria

© £ Search Results
Persons
Filter:
Show
Commons
Person Name ~ CommonsUseriD 4% PersoniD & Institution ¢ Email
Shaorts, Bill SHORTSB 1234567 UNMERSITY OF eRATest@mail nih.gov
ROCHESTER
Shorts, Jim SHORTS) 7654321 UNPVERSITY OF eRATesi@mail nih gov
ROCHESTER

Shawing 1 - 2 of total 2
10 [w] perpage “ - »

+ Action

GAdded

Agd Faculty

@ Locking for 2 Person but don't see thal persen listed? You can create a new xTRACT person record here.

Close
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4. Search for and add other faculty as necessary, repeating the steps above.
5. Use the Close button to close the search screen when finished.

5.4.2 Edit Faculty

Use the Edit link in the Actions column to edit the participating faculty detail for the selected
member. Refer to the topic titled Participating Faculty Detail (New Application) on Page 31.

5.4.3 Remove

Select the Remove link in the Actions column to remove the faculty member from the RTD. At
the confirmation, select Yes.

5.4.4 Participating Faculty Detail (New Application)

Use the + plus icon next to each individual sections of the Participating Faculty Detail. The Open
All Sections link reveals all collapsed sections at once.
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Prepare Research Training Dataset (RTD) for New Application

Mew RTD 419 The Effects of Romulan Ale on Senior Staff

PD/PI Light, Bud

Participating Faculty Detail @
Babcock, Lynn

@ Faculty Member Data

Commons User ID: WHITESNOW
Email: eRATest@mail.nih.gov
Rank:

Primary Department
or Program:

Research Interest:

Training Role(s):

GAFaculty Degree
Research Support

@Mentoring Record

Each section provides a means for editing the information. Refer to the steps below.
5.4.4.1 Faculty Member Data

Use the + plus icon in the Faculty Member Data panel of the Participating Faculty Detail to
display faculty data as described below.

o Commons User ID (read only)

o Email (read only)

+« Rank

o Primary Department or Program
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¢ Research Interest

o Training Role(s)

Use the Edit button to open the fields in a pop-up for editing. Select Save to save your changes.

5.4.4.2 Faculty Degree

From this panel, you may add a degree, edit a degree, or select a degree to add to an RTD.

The Source of degrees is displayed as read-only and as either; xTRACT (meaning that the degree
was added to the person profile in XTRACT); or as Commons Profile (meaning that the degree is
from the Commons Personal Profile of the person).

Add a Degree

1. Select the Add Degree button.
2. Update the fields in the Add a Degree pop-up:

Degree: Select from the list

Other Degree Text: Enter if the Degree selected is OTH (other type of degree) or an
other category like BOTH, DDOT, DOTH, MDOT, MOTH, and VDOT.

Degree Date: Enter in MM/YY Y'Y format

Terminal Degree: Select the Yes or No radio button as appropriate. When the Yes
button is selected, the terminal degree indicator (7his is the terminal degree of this
person.) displays next to the degree details in the view. Only one degree for a person
can be set as the Terminal Degree.

Degree Status: Completed or In Progress are the selections available for Faculty
degrees.

Include in RTD: Yes or No are the options available.

Degree Institution: Enter the institution name, one institution per degree. Start typing
in some of the institution's name and a drop-down menu displays with related
institution names.

3. Select the Save button to save your changes.

4. Repeat for any additional degrees.

Edit a Degree

1. Use the Edit button next to a listed degree to display the Edit a Degree pop-up for editing.

2. Update the fields as necessary.
3. Select the Save button or click the Cancel button.
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Include in RTD

1. Locate the degree you are including in the RTD.
2. Check the Include in RTD box for the degree to be displayed in the Participating Faculty
Members Training Table on the RTD PDF.

Uncheck the box to exclude the degree.
Delete a Degree

Select the Delete button to delete the degree from the participating faculty detail. Delete degree is
not available if the Source of the degree is Commons Profile, meaning the degree is from the
Commons Personal Profile of the person.

5.4.4.3 Research Support

NIH and Other Sources of Support on Record

Includes the NIH Grant number, Role on Project or Subproject, Project Title, Project Period,
and Current Y ear Direct Costs. This information is displayed as read-only.

Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, Project Title, Project
Period, and Current Y ear Direct Costs.

To add additional support:

1. Select the Add Another Source of Support button to display fields for
searching/editing to add a non-NIH funding source.

2. Search for a funding source:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the Select link from the Action column for the correct
project.
3. Enter Start of Funding and End of Funding in mm/yyyy format.
4. Enter current year direct costs.
5. Select Save.

Use the Edit and Remove links in the Action column to update or remove the funding
source as necessary.

5.4.4.4 Mentoring Record

Use the + plus icon in the Mentoring Record panel of the Participating Faculty Detail to display
counts of trainees mentored.
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o Predocs In Training

o Predocs Graduated

o Predocs Continued in Research or Related Careers
o Postdocs in Training

o Postdocs Completed Training

o Postdocs Continued in Research or Related Careers

Use the Edit button to open the fields in a pop-up for editing. Save your changes by selecting the
Save button on the pop-up.
5.5 Participating Students (New Application)

This section displays the students added to the RTD - or a message indicating that none has been
added, when appropriate. From this screen, you can add, edit, and remove students.

Mew Applications - Prapare Research Training Dataset (RTD) for New Application
Search RTD for Mew Hew RTD 419 The Effects of Romulan Ale on Senior Stanr
Applications
Beach, Sand

Initiate RTD for New L M
Application
RTD=

Students @
Basic Information
Parlicipating Add Student
Departments /
Programs Showing 1 -1 of total 1
Training Support & Person Name ~  Commons UseriD * PersoniD % Student Type = Action

Summary
TEMPLE, SHIRLEY TEMPLES 1234567 Pre-goc [Eat [ Remove |

Panticipating Facuity
Panicipating Stugents
Applicants and Entrants
Preview PDF

Finalize RTD

Students(s) are listed in a table at the bottom of the screen along with the following information:

o Student Name

o Commons User ID (if available)

o Person ID

o Student Type: Pre-doc or Post-doc

Prepare RTD for a New 35 December 09, 2016



xTRACT User Guide

o Actions
o The Edit link opens the Student Detail for the selected student. Refer to the topic titled
Student Detail (New Application) on Page 38.

o The Remove link removes the person from the RTD.

The Add Student feature allows you to search for and add students or create new
xTRACT persons to add to the RTD.

5.5.1 Add Student
To add a student:

1. Select the Add Student button.

2. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your
institution by removing the checkmark from the box titled Search for persons who have a
Commons affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

3. All matching records display in the Person(s) table. Select the Add Student as link in the
Action column to add the person.

NOTE: If you are unable to find the person you wish to add by doing a search, you may
use the Create a new XTRACT Person here link to create an XTRACT person record.
Refer to the topic titled Create xTRACT Person on Page 184

4. Select the Student Type from the pop-up box.

5. Repeat to add other students. Added students appear in the Person(s) list with the word
Added shown in the Action column.

6. Use the Close button to close the search screen.
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Search for Students

@@ Search Criteria

# Either Commaons User ID or Person 1D or Last Name is required to perform person search
#* Commons User ID * Person ID

First MName Middle Name #* Last Name

bond% X

¥ search for persons who have a Commons affiliation with my institution

You can perform a wildcard search on Commons 1D or Last Name, by using the "5%" character
For example: abcd% or %abcd% or ab%cd%

Search Pers Clear

Close

Search for Students

© 3@ Search Criteria

© £ Search Results
Persons
Showing 1 - 2 of total 2
Filter:
Show 10 [w| | per page « - *
Commons
Person Name “« Commons User ID % PersonliD = [Institution = Email = Action
Bond, James BOND) 1234567 UNIVERSITY OF eRATesi@mail nih.gov
ROCHESTER
Bond, Secure BONDS 7654321 UNIVERSITY OF eRATest@mailnih.gov @Added
ROCHESTER

@ Looking for a Person but don't see that person listed? You can create a new xTRACT person record here. ‘

Close

5.5.2 Edit Student

From the list of students, select the Edit link in the Actions column to edit the student detail.

Refer to the topic titled Student Detail (New Application) on Page 38.
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5.5.3 Remove

Select the Remove link in the Actions column to remove the student from the RTD. At the
confirmation, select Yes.

5.5.4 Student Detail (New Application)

Use the + plus icons to display individual sections of the Student Detail. The Open All Sections
link reveals all collapsed sections at once.

Home Admin Institution Profile  Personal Profile  Status ASSIST Prior Approval RPPR xTrain | xTRACT Admin Supp eRAParners MNon-Research

XTRACT Info  New Applications  Training Grants Persons  Institution Data

Training Grants Prepare Research Training Dataset (RTD) for Revision

4T32HL123456-10 Dynamic Effects of Waking Sleeping Dogs

Daniel J.

RTD~

MecManus,

Basic Information "
Participating Train ~ Patrick

Participating Quagmire, Fenton v 1c-uuy T
Departments / Programs Expand Ir‘lleIdUEl + Open All Sections |
SE- sections
Training Support & TR EE or
Summary
In Training Data Expand all
Participating Faculty sections
Faculty Members

Participating Trainees

Support During Training
Program Statistics

Degrees
Applicants and Entrants

Appointments Post-Training Positions

Preview PDF Subsequent Grants

Publications

Each section provides a means for viewing or editing the information. Refer to the steps below.

5.5.4.1 Student Data

Use the + plus sign icon in the Student Data panel of the Student Detail to display the following
read-only information:

¢ Commons User ID or Person ID

e FEmail

5.5.4.2 In Training Data

Use the + plus sign icon in the In Training Data panel of the Student Detail to display in training
data as described below. Use the Edit button to open the fields in a pop-up for editing.

e In Training

e Type
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o Research Topic
o Start Date

« Into Current Degree-Granting Program, for a Predoctoral trainee

o Into Postdoctoral Research, for Postdoctoral trainee

o End Date (when Trainee Left Program)

5.5.4.3 Faculty Members

Displays the faculty members for the student on the RTD.

To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons

affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.

Search for Faculty

© @ Search Critenia

#* Either Commaons User ID or Person 1D or Last Name is required to perform person search
* Commons User ID * Person ID

First Name Middle Name

o search for persons who have a Commaons affili 1 with my in: i

You can perform a wildcard search on Commons 1D or Last Name, by using the ™" character

Clear

For examy

Search Persons

* Last Name

Shorts%
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3. All matching records display in the Person(s) table. Select the Add Faculty button to add
the person to the list of faculty for this student.

When the Add Faculty button is clicked, the Action column will display the word Added.

Search for Faculty

© @ Search Criteria

© & Search Results

Persons
Showing 1 - 2 of total 2
Filter:
Show 10 [w| | per page « »
Commons
Person Name ~ Commons User ID % Person D & Institution % Email & Action
Shorts, Bill SHORTSB 1234567 UNIVERSITY OF eRATest@mail nih.gov SAdded
ROCHESTER
Shorts, Jim SHORTS] 7654321 UNIVERSITY OF  eRATest@mailnih.gov ]

ROCHESTER

@ Looking for a Person but don't see that person listed? You can create a new XTRACT person record here. ‘

i

Close

4. Search for and add other faculty as necessary, repeating the steps above.
a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.
To remove a faculty member from the Student, select the Delete link from the Action column.
5.5.4.4 Degrees
xTRACT displays a list of completed degrees and associated data.

The Source of degrees is displayed as read-only as xTRACT (meaning that the degree was added
or edited to the person in XTRACT) or as Commons Profile (meaning that the degree is from the
Commons Personal Profile of the person).

To add a degree:

1. Select the Add Degree button.
2. Update the fields in the Create a New Degree pop-up:
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o Degree: Select from the list

o Other Degree Text: Enter if Degree selected is OTH (other type of degree) or an
other category like BOTH, DDOT, DOTH, MDOT, MOTH, and VDOT.

o Degree Date: Enter in MM/YYYY format

o Terminal Degree: Select the Yes or No . When Yes is selected, the terminal degree
indicator (This is the terminal degree of this person.) displays next to the degree
details in the view. Only one degree per person can be set as the Terminal Degree.

o Degree Status: Select Completed or In Progress, as appropriate

o Received in Training: Select Yes or No. Up to three degrees can be selected as
Received in Training.

o Degree Institution: Enter the institution name, one institution per degree. Start typing
in part of the institution's name and a drop-down menu displays with related institution
names. Select the institution name from that menu. If the desired institution name does
not appear, a link is provided at the bottom of the drop-down menu that will accept the
name of the institution as typed in.

3. Select the Save button to save the new degree.
4. Repeat for any additional degrees.

Use the Edit and Delete links in the Action column to update or remove the degrees as necessary.
Degrees with Commons Profile as a Source cannot be deleted.

5.5.4.5 Post-Training Positions

Displays post-training position information. The Source of positions is displayed read-only as
xTRACT (meaning the position was added or updated for the person in XTRACT) or as Commons
Profile (meaning the position is from the Commons Personal Profile of the person).

To add employment:

1. Select the Add Employment button.
2. Provide the following information:
o Faculty Teaching Position: Select from the list
o Professor; Associate Professor; Assistant Professor; Instructor; Other
o Academic Administrative Position: Select from the list
o President; Vice President; Dean; Assistant or Associate Dean; Chairperson of
Department (or Director); Other

o Primary Employment Indicator: Select the Yes, No, as appropriate.

e Full Time Employment Indicator: Select Full-Time or Part Time
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o Current/Initial Employment Indicator: Select Primary Current or Primary
Initial or both, as appropriate
o Primary Activity: Select from list
o Research-intensive; Research-related; Further training; Other

o Employment Position: Enter the position title for the employment. This is required.

« Institution: Use the type ahead feature to find the appropriate institution. Start typing
in part of the institution's name and a drop-down menu displays with related institution
names. Select the institution name from that menu. If the desired institution name does
not appear, a link is provided at the bottom of the drop-down menu that will accept the
name of the institution as typed in.

o Primary Department of Position: Use the type ahead feature to find the appropriate
department. Start typing in part of the department's name and a drop-down menu
displays with related department names. Select the department name from that menu.
If the desired department name does not appear, a link is provided at the bottom of the
drop-down menu that will accept the name of the department as typed in.

o Start Date: Select a date in MM/YY Y'Y format. This is required.

o End Date: Select a date MM/YY Y'Y format.

3. Select the Save button to save the changes.
4. Repeat to add another.

Use the Edit and Delete links in the Action column to update or remove the positions as
necessary. Positions with a Source of Commons Profile cannot be deleted.

5.5.4.6 Subsequent Grants
NIH and Other Agency Sources of Support on Record

Displays post-training grant support. This is separated into (1) grant support received from
NIH and other Agency Sources that are on record, and (2) other sources of grant funding
support received.

Includes the NIH Grant number, Project Title, Award Start Date, Period of Support.
To add additional NIH or Other Agency support:

1. Select the Add NIH Source of Support button to open the Add NIH Source of
Support pop-up.
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Add Source of Support

Progress: 0%

Search Criteria

Activity Code

Start Date (mmidd/yyyy)

% PD/PI Last Name

Institution

Search Funding Sources

Search Results

Step 1: Search for and select a Funding Source

# |C Code Serial Number

End Date (mm/dd/yyyy)

Clear

Suffix Code

Cancel

2. Use the available fields to search for funding. Either the IC Code or the PD/PI Last

Name fields are required.

NOTE: When searching for an institution, start typing the name or part of the name of
the institution until it is visible in the list that populates and then select the institution.

Institution

|pittsburgh res HBEC“H typing

| [RRET = WA FARCH INSTITUTE

AN RS F AR CH INSTITUTE 5TH AV

na nd thens
ct from list

Institution
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3. From the resulting search results click the Select button to select the desired funding

source.

Add Source of Support
Progress: 0%
Step 1: Search for and select a Funding Source

Search Criteria

Search Results

Show| 10 [¥]entries Search:
Grant Project Project
Number “ PD/PI & Project Title + Institution + StartDate  End Date ¥ Action
ROTNR123456 Sullivan,  Epigenomics of Patient Outcomes MONSTERS UNIVERSITY 2012-09-24 2017-06-30 Select
JamesP  after Aneurysmal SAH ATMONSTROPOLIS
RO3HDO12345 Wazowski  New Paradigms of P450-mediated MONSTERS UNIVERSITY =~ 2004-12-01 2007-11-30
Mike Steroid Metabolism ATMONSTROPOLIS
R21AG001234 McCoy, The Genetic Basis of a Disease Free STARFLEET MEDICAL 2005-07-15 2009-06-30 Select
Leonard  Model of Aging ACADEMY
R21NR0O00123 Wazowski Epigenomics of Patient Outcomes MONSTERS UNIVERSITY ~ 2014-08-15 2017-07-31 Select [
Mike after Traumatic Brain Injury ATMONSTROPOLIS i
Showing 11 to 20 of 31 entries Previous | 1 3 4 Next

4. After Select is clicked, the window for Step 2: Enter Source of Support Details will
open. In this window, choose the role and enter Start of Funding and End of
Funding in mm/yyyy format to indicate the dates of this person's involvement.

Add Source of Support

Step 2: Enter Source of Support Details

Funding Source:
Epigenomics of Patient Outcomes after Aneurysmal SAH

Role during funding: Other role description:

Trainee E|

Start of Funding (mmiyyyy):
10/2016

End of Funding (mmiyyyy):
09/2017

Save Cancel
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5. Select Save.

Use the Edit and Delete links to update or remove the funding source as necessary.
Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
Date.

To add additional support:

1. Select the Add Other Source of Support button to open the Add Other Source of
Support pop-up.

Search for support or create new funding source:

a. Search for support by entering parameters and then selecting the Search
Funding Sources button.

b. If the funding source you are looking for is shown in the result list, click the
Select link from Action column for that item.

c. Ifthe funding source you are looking for does not appear in the result list, look
for the link to create a new funding source here. You may click that link to
manually enter the funding source that you would like to cite as a subsequent
grant for this student.

Y ou will then be asked to provide information about the funding source you are
creating. Upon providing the necessary information, click the Create Funding
Source and Continue button.

2. Select an option from the Role during funding drop-down.
3. Enter Start of Funding and End of Funding in mm/yyyy format.
4. Select Save.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

5.5.4.7 Publications
To add a publication:

1. Select the Add Publication button.

2. The Add Publication pop-up will appear. Y ou will first be prompted to perform step 1 in that
process which is the identification of the faculty member associated with the student's
publication. To search for the faculty member, enter search criteria, including one or more of
the *required information: Commons User ID, Person ID, or Last Name
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a. Once you have entered your desired search parameters, select the Search Persons
button. By default the search will be conducted within your institution, but you can
expand this search to look outside of your institution by removing the checkmark from
the box titled Search for persons who have a Commons affiliation with my

institution.

b. All matching records display in the Person(s) table. Click the Add Faculty button to
add the person. You will then advance to the second step, to search for the publication
you wish to cite. Please note that the faculty member you selected in step 1 is also

displayed during step 2, near the bottom of the pop-up.

3. You may now search for a PubMed publication by one of the following: PMID/PMCID,

First Name, Last Name, or Title

a. Upon entering the desired search criteria, click the corresponding Search button.

b. A set of publications will be returned that satisfy the search criteria you have entered.

Click the Add button next to the publication you wish to cite.

c. You will then advance to the final step of Reviewing and Confirming the publications.
Examine the list of authors and check the box where the student's name appears in this

list.

4. In lieu of searching/citing an existing PubMed publication, you may enter the necessary

citation manually, by clicking the Manual Edit Publication button.

a. The information needed to define a citation are then shown on the screen -- Title,
Journal, Volume, Inclusive Pages, Year, Authors, and a checkbox that may be used to
indicate whether the publication is abstract-only. Enter information for all fields that
apply, being sure to enter information for the required fields: Title, Journal, and

Authors.

b. When entering Authors, be aware that this is a list — a list that is empty at first but
grows as successive author names are provided. In order to enter an author to the list,
enter the author’s name as you wish it to appear, in the text box shown and click the

button labeled Add New Author:

Enter name as

% Authors

it
should appear

McManus, Patrick

inlist.

Continue to review & confirm

[ Add New Author ]
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As authors are entered, the list of authors is displayed and extends to show each new
author as illustrated below. Use the on-screen controls as noted, to re-order the list.
Use the waste-can icon to delete an author from the list, and use the checkbox next to
the author’s name to indicate which author is the student for whom this publication is
cited:

% Authors

Use the = jcon to drag, or the 4 < buifons to move an author to another location in the Jist.
Check the box to the left of the author's name if he or she is the trainee.

= [[] | McManus. Patrick + 4 @
= Muldoon, Eddie + L 4 T
—— _ Indicates this

= Crabtree, Rancid author as the + L 4 T
= | [[] Bonemarrow, Qlga student. & ¥ m@
= | ] | Quagmire, Fenton + W

Enter an author's name Add New Author

Continue to review & confirm Back

c. When finished entering the citation information, click the Continue to Review &
Confirm button. Y ou will then advance to the final step of Reviewing and
Confirming the citation information. Review the information shown on this screen,
this is what will be saved for this publication.

5. Finally click the Save button to save the information. Y ou will see a confirmation at the top
of the pop-up.

Use the Edit and Delete buttons next to a specific publication to update or remove that record.

To indicate no publications, mark the check box titled Check this box if there are no
publications for this trainee.

After checking the no publications check box, you will be guided through the following steps:

1. Select a reason for No Publications from the drop-down list.
2. Search for and select a faculty member.
3. Select the Save button to save the information.

5.6 Applicants and Entrants (New Application)

To enter Pre-doc and Post-doc applicants and entrants, first enter the start year of the most recently
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completed academic year and click the Submit button.

Select the Pre-Doc Applicants and Entrants and Post-Doc Applicants and Entrants links to
display and enter data for the specific academic year(s).

Prepare Research Training Dataset (RTD) for New Application

New RTD 419 The Effects of Romulan Ale on Senior Staff

PDIPI Rhoades, Dusty

Applicants and Entrants @

Start year of the most recently completed
academic year:

2016

The Pre-doc and Post-doc dafa may be edited via the links below, once the Start of the most recently completed academic year has been provided.
Pre-Doc Applicants and Enfrants
Post-Doc Applicants and Entrants

To change the most recently-completed academic year, change the year entered and select Submit.
When changing Academic years, any data entered for Applicant and Entrant Counts and
Characteristics are retained and associated with the shifted year based on order of years (rather
than previously specified year).

For example, let's say the first academic year is 2000-2001 and there are applicant/entrant data
entered for that year. If the first academic year is changed to 2001-2002 by changing the most
recently-completed academic year from 2001 to 2002, the same applicant/entrant data display for
that first year.

5.6.1 Predoctoral Applicant and Entrant Counts and Characteristics
(New Application)

5.6.1.1 Editthe Counts and Characteristics

For each Academic Year, update the Applicant and Entrant Counts and Characteristics
appropriately. Use the Edit buttons provided at the bottom of each table to enter your data. These
buttons open up the fields on each table. Enter the data and select the Save buttons to save it. Or
select Cancel to exit editing without saving the changes.

Within this section, you will find a separate tab for each of the 5 most recent academic years. Y ou
may change the academic year that you are entering at any time, by simply selecting the
appropriate tab. By default you will be positioned at the most recent academic year when this
screen is first displayed.
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Prepare Research Training Dataset (RTD) for New Application

New RTD 413 The Effects of Romulan Ale on Senlor Staff

PDIPI Beach, Sandy

[ 2016 - 2017 2015 - 2016 2014 - 2015 2013 - 2014 20]2-2D13] Summary

Predoctoral Applicant and Entrant Counts and Characteristics @

© Counts: Department or Program

Total Applicants Eligible
Department or Program Applicant Pool  for Suppert
CENTER FOR VACCINE BIOLOGY AND
IMMUNGLOGY/SCHOOL OF MEDICINE AND DENTISTRY
Total ] 0

New Entrants to New Entrants
the Program Eligible for Support

] ']

-

haractenstics: GPA
haracteristics: Research Experience
haracteristics: Prior Institutions

haracteristics: Diversity

5.6.1.2 Counts table

For Predoctoral Applicants and Entrants, Counts are entered by Participating Departments or
Programs. If a Department or Program is missing, refer to the topic titled Participating
Departments and Programs (New Application) on Page 17. The following fields are provided for

data entry on each department or program:

Department or Program (read only)

Total Applicant Pool

Applicants Eligible for Support

o New Entrants to the Program

o New Entrants Eligible for Support

5.6.1.3 Characteristics

The following tables exist for Characteristics:
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GPA

Enter the Mean GPA, Lowest GPA, and Highest GPA for the following:

o Total Applicant Pool
o Applicants Eligible for Support
o New Entrants to the Program

o New Entrants Eligible for Support

Research Experience

Enter the mean, lowest, and highest number of months of prior, full-time research experience for
the following:

o New Entrants to the Program

o New Entrants Eligible for Support
Prior Institutions

In the Prior Institutions section, you may add an institution to the list by typing the first few
characters of an institution name into the blank line shown.

Tip: As you start to type, a list of known institutions that match your text are shown in a drop-
down menu. When you see the desired institution in the menu, click on that name to select it. If the
name you wish to enter is not presented in the menu, a link is provided in the drop-down menu
which will allow you to simply accept the name that you have entered instead.

Select the appropriate institution from the drop-down list. Once the institution is selected and
displayed on the table, enter a numeric value in the New Entrants to the Program and/or New
Entrants Eligible for Support fields.

Finally, to complete and save the information you’ve just entered for this institution, click the Add
Prior Institution button in the Action column.

For any institutions that were previously added to the list, you may use the Remove button to
remove the institution from the list entirely, or you may use the Edit button to change either of the
following values for that institution:

o New Entrants to the Program

o New Entrants Eligible for Support

Diversity

Enter the percent of entrants with a disability and the percent from under-represented racial and
ethnic groups for the following:
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o New Entrants to the Program

o New Entrants Eligible for Support

5.6.1.4 Summary of Counts and Characteristics

Select the Summary tab to display a summary for predoctoral applicants and entrants. The
summary displays the means across all years for the counts and characteristics.

2016-2017 2015 - 2016 2014 - 2015 2013 - 2014 2012 - 2013 Summary

Predoctoral Applicant and Entrant Counts and Characteristics @

This section is read only and is computed based on the information that has been entered across
academic years.

5.6.2 Postdoctoral Applicant and Entrant Counts and Characteristics
(New Application)

For each Academic Y ear, update the Applicant and Entrant Counts and Characteristics
appropriately. Use the Edit buttons provided at the bottom of each table to enter your data. These
buttons open up the fields on each table. Enter the data and select the Save buttons to save it. Or
select Cancel to exit editing without saving the changes.
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Prepare Research Training Dataset (RTD) for New Application

New RTD 419 The Effects of Romulan Ale on Senior Staff

PD/PI Beach, Sandy

2016 - 2017 2015 - 2016 2014 - 2015 2013 - 2014 2012 - 2013 Summary

Postdoctoral Applicant and Entrant Counts and Characteristics @

@ Counts: Degree Types

Applicants Eligible for New Entrants to the
Total Applicant Pool Support Program
PhDs
MDs
Dual-Degree Holders
Other Degree Holders
Total 0 ] 0

©\Characteristics: Publications
© Characteristics: Prior Institutions

© Characteristics: Diversity

New Entrants Eligible for
Support

0

-

5.6.2.1 Counts table

For PhDs, MDs, dual-degree holders, and other degree holders, update the following information:

Total Applicant Pool

Applicants Eligible for Support

o New Entrants to the Program

o New Entrants Eligible for Support

5.6.2.2 Characteristics

The following tables exist for Characteristics:
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Publications

Enter the mean, lowest, and highest number of publications as well as the mean, lowest, and
highest number of first author publications for the following:

» Total Applicant Pool
« Applicants Eligible for Support
o New Entrants to the Program

o New Entrants Eligible for Support

Prior Institutions

Use the Characteristics: Research Experience section to search and select an institution. Start
typing in the Institution field. Select the appropriate institution from the drop-down list. Once the
institution is selected and displayed on the table, enter a numeric value in the New Entrants to the
Program and/or New Entrants Eligible for Support fields. Select the Add Prior Institution
link in the Action column.

Use the Edit and Remove links to modify or remove this data.

o New Entrants to the Program

o New Entrants Eligible for Support

Diversity

Enter the percent of entrants with a disability and the percent from under-represented racial and
ethnic groups for the following:

o New Entrants to the Program
o New Entrants Eligible for Support
5.6.2.3 Summary of Counts and Characteristics

Select the Summary tab to display a summary for postdoctoral applicants and entrants. The
summary displays the means across all years for the counts and characteristics.

This section is read only and computed based on the information that has been entered across
academic years.

5.7 Preview PDF (New Application)

Select the Preview PDF link to open save, and/or print the training tables. An In Progress
watermark will be printed on the Training Table PDF until the RTD is finalized.
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5.8 Finalize RTD (New Application)

Certain users have the ability to finalize the RTD for a training grant. Finalized RTDs are marked
as Final and cannot be edited.

To finalize an RTD
1. Select the Finalize RTD link from the RTD links on the left side of the screen.

A confirmation message warns: Are you sure you want to finalized this RTD? Once
finalized, the RTD cannot be edited?

IMPORTANT: Once you finalize, the RTD cannot be edited. Select the No button if you
do not wish to finalize.

2. Select the Yes button to finalize the RTD.

xTRACT generates a PDF version of the training tables without the /n Progress watermark,
updates the status of the RTD to Final, and locks the RTD for editing.

You will have the option to view the finalized PDF at any time on the Search New RTDs screen
and unfinalize the RTD if needed.
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6 Prepare RTD for Research Performance Progress Report
(RPPR)

To access the screen:

1. Search for the training grant on the Search for Training Grants screen. Refer to the topic
titled Search for Training Grants on Page 7 for steps.

2. From the Action column of the search results, select the appropriate link to access the
Prepare Research Training Dataset (RTD) for Research Performance Progress Report
(RPPR) screen:

« To initiate the RTD for the progress report: Select the Prepare for RPPR link.

o To continue working on an initiated RTD: Select the Continue for RPPR Ilink.

NOTE: A pop-up message may appear if RPPR RTD information exists for current
or prior years. The copy options provided are conditional on the year and type of grant
for which the RPPR RTD is being prepared. This feature allows the user to import
and populate current or prior year RTDs or to continue one that has been started.

IMPORTANT: If the user selects the option to continue without copying data
over, that copy option will no longer be available for the RTD being prepared.

The Prepare Research Training Dataset (RTD) for Research Performance Progress Report
(RPPR) screen opens for the selected training grant. Use the links listed under RTD on the left side
of the screen to maintain the specific sections of the RTD:

o Maintain participating trainees

o Maintain program statistics (if applicable to the training grant)

o Preview PDF

« Finalize the RTD

Selecting the links above opens the specific section of the RTD. From within, you can add, edit,
and/or remove data.

6.1 Participating Trainees (RPPR)

Displays the participating trainees added to the RTD - or a message indicating that none has been
added, when appropriate. From this screen, you can add, edit, and remove participating trainees.
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Training Granis Prepare Research Trainang Datased (RTD) for Research Perlormance Progress Report (RPPR)
RTD 5TIICAS99999-40 Tumor Cell Biokogy Training Program

RTD=

Basi Infarmation FOF Lemar; Hedy

Paticipaling Trainees. RTD Reporting 040172000 - DEA02016
Period

Program Statistics

Preview PDF

Participating Trainees @

Add Trainee

Showing 1-10 of 1otal TH

Show 10 [w]  per page - 2 3 4 5 :

Filter:

Person Name = Commons User D % PersoniD % Trainee Type & StartDate + EndDate % Action
Swanson, Gloria SWANSONG Pre-goc
Grable, Betty GRABLER Prié-doc

Participating trainee(s) are listed in a table at the bottom of the screen along with the following
information:

o Person Name

o Commons User ID (if available)

o Person ID

o Trainee Type: Pre-doc; Post-doc; Short Term
o Start Date

o End Date

o Actions
o The Edit link opens the Participating Trainee Detail for the selected trainee. Refer to
the topic titled Participating Trainee Detail (RPPR) on Page 61.

o The Remove link removes the person from the RTD.

The Add Trainee feature allows you to search for and add existing trainees or create new trainees
to add to the progress report. Refer to the topic titled Add Trainee (RPPR) on Page 56 for more
information.

6.1.1 Add Trainee (RPPR)

You can add a trainee to a progress report from the RTD screen. To access this screen, you must
first perform a search for the grant.
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Select the Prepare for RPPR or Continue for RPPR link from the RTD Action column for the
grant as appropriate to open the Prepare Research Training Dataset (RTD) for Research
Performance Progress Report (RPPR) screen.

To add a trainee from a search:

1.
2.

Select the Add Trainee button.

Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your
institution by removing the checkmark from the box titled Search for persons who have a
Commons affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

All matching records display in the Person(s) table. Select the Add Trainee link in the
Action to add the person.

Select the Trainee Type from the pop-up box: Pre Doctoral, Post Doctoral or Short Team
and click OK.

Repeat for any to add other trainees. Added trainees appear in the Person(s) list with the
word Added shown in the Action column.

Use the Close button to close the search screen.

Search for Trainees

@3 Search Criteria

# Either Commons User ID or Person 1D or Last Name is required to perform person search
#* Commons User ID * Person ID

First Hame Middle Name % Last Name

Rhoades x

¥ search for persons who have a Commons affiliation with my institution

Close

i
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Search for Trainees

G})! Search Criteria

© £ Search Results

Persons

Showing 1 - 2 of total 2

Filter:
Show 10 |w| perpage « - »

Commons
Person Name < Commens User ID % FPersoniD % Institution + Email + Action

Rhoades, Bumpy RHOADESE 1234567 UNIVERSITY OF  eRATest@mail nin.gov

CALIFORNIA LOS
ANGELES

RHOADESD 7654321 UNIVERSITY OF eRATest@mail nih.gov @Added
CALIFORNIA LOS
ANGELES

Rhoades, Dusty

© Looking for a Person but don't see that person listed? You can create a new XTRACT person record here. ]

To add a trainee you are creating:

1. Perform a search as described above. You cannot create a new person record unless you first
perform a search.

2. Select the Create a new XTRACT person record here button located under the Person(s)
table. This button is only available after you have performed a search.
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Search for Trainees

& @ Search Critena

€ Mo person information could be found matching the search criteria you have enlered. Please consider refining or adjusting your search criteria and try again. If you have
aeacy tied i and the desied person st cannat be found, you mng R T IR TRYET SR Tee bty

= Either Commens User ID or Person 1D or Last Name is required 1o perform person search
% Commaons User ID %* Person ID

First Name Middle Name % Last Name

shorts
& search for persons who have a Commons affiliation with my institution

You can perform a wildcard search on Commons 1D or Last Name, by using the “%" character
For examphe: abcd% or %abcdl or ab%cd%

The Create xTRACT Person screen displays.
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Create XTRACT Person, to be added as a Participating Trainee

% Required Fields
% Add Trainee as

— Select -- |
Prefix
— Select - v

* First Name

Middle Name

*% Last Name

Suffix

- Select - v

Email Address

=

3. Enter the person data in the designated fields.
o Add Trainee as - Select an option from the list.

o Prefix: Select an option from the list.
o First Name (required)

o Middle Name

o Last Name (required)

« Suffix: Select an option from the list.

o Email Address
4. Click the Save button to save the changes.

Use the displayed xTRACT Person Profile to provide details about the added person. For
additional information, refer to the topic titled xTRACT Person Profile on Page 179.

Prepare for RPPR 60 December 09, 2016



xTRACT User Guide

6.1.2 Participating Trainee Detail (RPPR)

While preparing an RTD for a progress report, you can open the Participating Trainee Detail for a
trainee by selecting that trainee's Edit link. The Participating Trainee Detail for the selected
person is grouped into panels. Use the + plus sign icon and Edit buttons and links to display and
edit the information as detailed below.

Prepare Research Training Dataset (RTD) for ch Performance Progress Repord (RPPR)
RTD 5TI2CAI99999-40 Tumor Cell Biglogy Training Program

FDIPI DORIGHT, DUDLEY

RTD Reparting 040172000 - 053072016

Period

Farticipating Trainee Detail §
Doright, Dudley (Pre-doc)

& Trainee Data

@ In Training Data

® Because Start Dale is needed 1o sef the trainee's Training Years, it is required to finalize the RTD. If the Trainee is not still in training, then End Date is
als0 needed 0 set 1o Training Years and is required 10 inakze the RTD.

In Training: Mo

Type: Pre-god
Research Topic:

Start Date into
Current Degree-
Granting Program:

End Date {when
Trainee Left
Program):

L)

Faculty Members
upport During Training
egrees

ost-Training Positions

ubsequent Granis
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IMPORTANT: The information displayed in the trainee detail is comprised of information
pulled from the trainee's eRA Commons Personal Profile, where available. However, updates
made to the XTRACT trainee detail will not update that trainees Personal Profile in Commons.

6.1.2.1 Trainee Data

Use the View link in the Trainee Data panel of the Participating Trainee Detail to display the
following read-only information, as applicable:
e Commons User ID

e FEmail

6.1.2.2 In Training Data

Use the View link in the In Training Data panel of the Participating Trainee Detail to display in
training data as described below. Use the Edit button to open the fields in a pop-up for editing.

e In Training
Type
Research Topic

o Start Date
o Current Degree-Granting Program for a Predoctoral trainee

o Postdoctoral Research for Postdoctoral trainee

End Date (when Trainee Left Program)

NOTE: In order to finalize the RTD for an RPPR, all trainees must have a start date in the In
Training Data section. Additionally, trainees with No selected for In Training status must have
an end date.

6.1.2.3 Faculty Members
Displays the participating faculty added to the RTD.
To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
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affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.

Search for Faculty

@ @ Search Criteria

* Either Commens User ID or Person 1D or Last Mame is required to perform person search

* Commons User ID * Person ID

First Name Middle Name * Last Name
Sharts%

& search for persons who have a Commaons affili 1 with my in: ti

You can perform 2 th on Commons 1D or Last Name, by using the ™" character

FOr exami

Search Persons

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add
the person to the RTD.

When the Add Faculty button is clicked, the Action column will display the word Added.
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Search for Faculty

B Search Criteria

© £ Search Resulis

Persons

Filter:

Person Name

Sharts, Bil

Shorts, Jim

~ Commons User ID

Show

Commons

Institution * Email

UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER

UNIVERSITY OF eRATest@mail nihgov

ROCHESTER

Showing 1 - 2 of total 2

10 _v| per page « »

+ Action

@Added

@ Looking for 2 Person but don't see that person listed? You can create a new xTRACT person record here.

4. Search for and add other faculty as necessary, repeating the steps above.

a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.

To remove a faculty member from the RTD, select the Delete link in the Action column.

6.1.2.4 Support During Training

NOTE: This section applies to pre-doc and and post-doc trainees only.

Sources of support, both within and outside of NIH, can be maintained in this section. Click on the

collapsed panel to display the information.

After a start date has been added for the trainee in In Training Data, the Training Years (TYs)
will be displayed as read-only with corresponding abbreviations for funding sources in Support

During Training.

This NIH Training Grant

Includes the NIH Grant number , Project Title, Period of Support.

Click the Add This NIH Source of Support to add support from This NIH Training
Grant. Enter the Start of Funding and End of Funding. To remove support from This
NIH Training Grant, select Delete All from This NIH Funding Source of Support.
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NIH Sources of Support
Includes the NIH Grant number, Project Title, Period of Support.
To add additional NIH or Other Agency support:

1. Select the Add NIH Source of Support button to open the Edit/Add Sources of

Support pop-up.
2. Select the search icon next to Funding Source to open query fields.
a. Enter search criteria in the fields.

b. Select the Search Funding Sources button.
c. From the NIH Funding Source(s) list, select the funding source by clicking the
appropriate Select Funding Source link in the Action column.

3. Select an option from the Role during funding drop-down.
4. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.
Enter the Other role description if Other was selected for Role during funding.
Select Save.
Repeat the search to add more.

®© N AW

Select Close when finished.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
Date.

To add additional support:

1. Select the Add Other Source of Support button to open the Edit/Add Sources of
Support pop-up.

Search for support or create new funding source:

To search:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the Select Funding Source link from the Action
column for the correct project.
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A o

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

Select an option from the Role during funding drop-down.

Enter Start of Funding and End of Funding in mm/yyyy format.

Enter the Other role description if Other was selected for Role during funding.
Select Save.

Repeat the search to add more.

Select Close when finished.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

6.1.2.5 Degrees

xTRACT displays a list of completed degrees and associated data in reverse chronological order,
with incomplete degrees following.

The Source of degrees is displayed as read-only as x7TRACT (meaning that the degree was added
to the person in XTRACT) or as Commons Profile (meaning that the degree is from the Commons
Personal Profile of the person).

To add a degree:

1. Select the Add Degree button.
2. Update the fields in the Create a New Degree pop-up:

Degree: Select from the list

Other Degree Text: Enter the name of the degree if an OTH type of degree was
selected.

Degree Date: Enter in MM/YYYY format

Terminal Degree: Select the Yes or No as appropriate. When Yes is selected, the
terminal degree indicator (7his is your terminal degree.) displays next to the degree
details in the view. A person can only have one terminal degree.

Degree Status: Select Completed or In Progress, as appropriate

Received in Training: Select Yes or No. Up to three degrees can be set as Received
in Training.

Degree Institution: Enter the institution name, one institution per degree. Y ou can

search for an institution by selecting the magnifying glass search icon.
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3. Select the Save button to save your changes.
4. Repeat for any additional degrees.
5. Select the Close button when finished.

Use the Edit and Delete links in the Action column to update or remove the degree(s) as
necessary. Degrees Commons Profile as the Source cannot be deleted.

6.1.2.6 Post-Training Positions
Displays post-training positions employment information.

The Source of positions is displayed as read-only as xTRACT (meaning that the position was
added to the person in XTRACT) or as Commons Profile (meaning that the position is from the
Commons Personal Profile of the person).

To add employment:

1. Select the Add Employment button.
2. Provide the following information:
o Faculty Teaching Position: Select from the list:
o Professor; Associate Professor; Assistant Professor; Instructor; Other

Academic Administrative Position: Select from the list;

o President; Vice President; Dean; Assistant or Associate Dean; Chairperson of
Department (or Director); Other
o Primary Employment Indicator: Select the Yes or No.
e Full Time Employment Indicator: Select Full-Time or Part-Time
o Current/Initial Employment Indicator: Select Primary Current or Primary
Initial
o Primary Activity: Select from list
o Research-intensive; Research-related; Further training; Other
o Employment Position: This is required.
« Institution: Enter the institution or select the icon to open a search box
o Primary Department of Position: Enter the department or select the icon to open a
search box
o Start Date: Select a date in MM/YYYY format. This is required.
o End Date: Select a date MM/YY Y'Y format.
3. Select the Save button to save your changes.

4. Repeat to add another.
5. Select Close to close the window.
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Use the Edit and Delete links in the Action column to update or remove the position(s) as
necessary. Positions with Commons Profile as the Source cannot be deleted.

6.1.2.7 Subsequent Grants

NIH and Other Agency Sources of Support
Includes the NIH or Other Agency Grant number, Project Title, Period of Support.
To add additional NIH or Other Agency support:

1. Select the Add Source of Support button to open the Edit/Add Sources of Support
pop-up.
2. Select the search icon next to Funding Source to open query fields.
a. Enter search criteria in the fields.

Institution
pittsburgh res Beqin tvpinq

na nd thens
PI'I'I'SBURGH [MASEARCH INSTITUTE Ct from ||5't -
AR =N NS E AR CH INSTITUTE 5 I
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b. Select the Search Funding Sources button.

Add Source of Support
Progress: 0%

Step 1: Search for and select a Funding Source

Search Criteria

Activity Code % IC Code Serial Number

Start Date (mmiddiyyyy) End Date (mmiddiyyyy)

% PD/PI Last Name

Institution

Search Funding Sources Clear

Search Results

Suffix Code

Cancel

c. From the NIH Funding Source(s) list, select the funding source by clicking the

appropriate Select Funding Source link in the Action column.

3. Select an option from the Role during funding drop-down.
4. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.

5. Select Save.

6. Repeat the search to add more.
7. Select Close when finished.

Use the Edit and Delete links in the Action column to update or remove the funding source

as necessary.

Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start

Date.

To add additional support:
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R

Select the Add Other Source of Support button to open the Edit/Add Sources of
Support pop-up.

Search for support or create new funding source:

To search:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the Select Funding Source link from the Action
column for the correct project.

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

Select an option from the Role during funding drop-down.

Enter Start of Funding and End of Funding in mm/yyyy format.
Select Save.

Repeat the search to add more.

Select Close when finished.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.
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6.2 Program Statistics (RPPR)

Prepare Research Training Dataset (RTD) for Research Performance Progress Report (RPPR)

RTD 5TI2CA599955-40 Tumar Cell Bislogy Training Program
PDIPI Doright, Dudley

RTD Reporting 040172000 - 06302016

Period

Program Statistics @

Are prﬂgram Statistics app”cable for th|5 *x Percentage of Trainees Entering Graduate School 10 Years
. i Ago Who Completed the Ph.D.
reporting period?

0.0 %
® Yes Mo
#* Average Time to Ph.D. for Trainees in the Last 10 Years (not
including leaves of absence)

0.0 Year(s)

Save Program Statistics Clear

The Program Statistics section is only available for training grants that have Predoctorate
Trainees.

1. Enter the program statistics as follows:
o Percentage of Trainees Entering Graduate School 10 Years Ago Who Completed the

Ph.D.
o Average Time to Ph.D. for Trainees in the Last 10 Years (not including leaves of
absence)

2. Select the Save Program Statistics button.

Use the checkbox to indicate that Program Statistics are not applicable for this reporting
period.

6.3 Preview PDF (RPPR)

Select the Preview PDF link to open save, and/or print the training tables. An In Progress
watermark will be printed on the Training Table PDF until the RTD is finalized.

6.4 Finalize RTD (RPPR)

Certain users have the ability to finalize the RTD for a training grant. Finalized RTDs are marked
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as Final and cannot be edited.
To finalize an RTD
1. Select the Finalize RTD link from the RTD links on the left side of the screen.

A confirmation message warns: Are you sure you want to finalized this RTD? Once
finalized, the RTD cannot be edited?

IMPORTANT: Once you finalize, the RTD cannot be edited. Select the No button if you
do not wish to finalize.

2. Select the Yes button to finalize the RTD.

xTRACT generates a PDF version of the training tables without the /n Progress watermark,
updates the status of the RTD to Final, and locks the RTD for editing.

Y ou will have the option to view the finalized PDF at any time on the Search New RTDs screen
and unfinalize the RTD if needed.

If data are needed to finalize the RPPR RTD, the appropriate error message(s) display as follows:

o Missing Required Data: Start Date in the In Training Data section is required to finalize the
RTD. Please enter the missing data and try again.

o Missing Required Data: End Date in the In Training Data section is required to finalize the
RTD. Please enter the missing data and try again.

All trainees must have a start date in the In Training Data section. Additionally, trainees with No
selected for In Training status must have an end date.
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7 Prepare RTD for a Renewal Application

To access the screen:

1.

Search for the training grant on the Search for Training Grants screen. Refer to the topic
titled Search for Training Grants on Page 7 for steps.
From the Action column of the search results, select the appropriate link to access the
Prepare for Research Training Data Set (RTD) for Renewal screen:

« To initiate the RTD for the renewal application: Select the Prepare for Renewal link.

o To continue working on an initiated RTD: Select the Continue for Renewal link.

NOTE: When the renewal is for the final non-competing year, the user will see a pop-
up message providing the option of; continuing an RPPR RTD that has been started
for the final year; or copying one from a prior year. If an RTD has been started but not
finalized, the user will be instructed to cancel the renewal application and finalize the
RTD first.

IMPORTANT: If the user selects the option to continue without copying data
over, that copy option will no longer be available for the RTD being prepared.

The Prepare Research Training Dataset (RTD) for Renewal screen opens for the selected training

grant.

Use the links listed under RTD on the left side of the screen to maintain the specific sections of the

RTD:

Participating Departments/Programs
Training Support & Summary
Participating Faculty

Participating Trainees

Program Statistics

Applicants and Entrants
Appointments

Preview PDF

Finalize RTD

Selecting the links above opens the specific section of the RTD. From within, you can add, edit,
and/or remove data.
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7.1 Participating Departments and Programs (Renewal)
Use this section to add/remove departments and programs.

7.1.1 Add Departments

1. Select Participating Departments/Programs on the left.
2. Select the Add Participating Departments or Programs button.

Prepare Research Training Dataset (RTD) for Renewal

RTD ST32CAD09056-40 Tumor Cell Biclogy Training Program

PDIPI Whiplash, Snidely

Participating Departments and Programs @

Add Participating Departments of Frograms )

Farticipating Depanments and Programs have nol béen added 1o the RTD yel They are néaded 1o prépare Census, Training Suppor, and Applicant & Entrants data
for the Renewal RTD
Showing 0 to 0 of 0 entries
Department or Program Name “ Type = Actions

Mo data available in tabke

3. Start typing in the text box. The system will display a list of departments and programs with
that character string in a drop-down menu.

4. Find the appropriate department in the results list drop-down and select the appropriate
department. Major Components are also displayed with the Department to differentiate
among departments with the same name in different units of the organization.
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Add Participating Depariments and Programs

Choose your Department or Program
Select

Looking for a Program but ¢ont see it listed? You can also create one

Add Participating Departments and Programs

Choose your Department or Program

ace

| CENTER FOR VIIEHINE BIOLOGY AND IMMUNOLOGY

[ Cancrl

5. Select the Save button and the department and close the screen.

The Participating Departments and Programs screen updates to show the added department(s) in
a table. Added programs and departments display in the same table. The Actions column includes
links for removing and editing the programs and departments.
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7.1.2 Add Programs

1. Select the Add Participating Departments or Programs button.

Prepare Research Training Dataset (RTD) for Renewal

RTD ST32CAD09056-40 Tumar Cell Biology Training Program

PDIPI Whiplash, Snidely

Participating Departments and Programs @

Add Participating Departments or Programs )

Participaling Depariments and Programs have nol béen added to the RTD yet. They are needed to prepane Census, Training Suppon, and Applicant & Entrants data
for the Renewal RTD
Showing 0 to 0 of 0 entries
Department or Program Name “ Type = Actions

Mo data available in tabke

2. Start typing in the text box. The system will display a list of programs with that character
string in a drop-down menu.

3. Find the appropriate program in the results list drop-down and select the appropriate
program.

The Action column updates to show Added for the added program. Y ou can repeat the step
to Add Program for as many programs as necessary.

To add a Program not available in the search results, select Create One. Add Program
Name (required) and Program Description (optional) and select Create Program and
Select as Participating in my RTD.
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Add Participating Depariments and Programs

Choose your Department or Program
Select

Looking for a Program but ¢on see it listed? You can also create one

Add Participating Departments and Programs

Choose your Department or Program
Skl

Loaking for & Program but don't see i listed? You can also create one

m i
—

Craate Program, to be added to my st of participating programs on this RTD &

¥ Required field(s)
* Program Hame

| Depariment of Hard Knocks

Program Description

e Program and Sedec as

4. Click the Save or the Create Program and Select as Participating in my RTD button to
add the program and close the screen.
a. After clicking the Create Program and Select as Participating in my RTD button,
click the subsequent Save button.

The Participating Departments and Programs screen updates to show the added program(s) in a
table. Added programs and departments display in the same table. The Actions column includes
links for removing and editing the programs and departments.

Prepare RTD for a Renewal 77 December 09, 2016



xTRACT User Guide

7.1.3 Edit Departments & Programs

To edit a program or department, select the Edit button from the Actions column.

Participating Departments and Programs @

Add Participating Departments or Programs

Department or Program Name “ Type
CENTER FOR VACCINE BIOLOGY AND IMMUNOCLOGY/SCHOOL OF MEDICINE AND DENTISTRY Depanment
NEUROSURGERY/SCHOOL OF MEDICINE AND DENTISTRY Department

Showing 1 - 2 of total 2

B

Update the Census information as necessary.

Faculty

o Total
« Participating

Predoctorates

o Total

o Supported by any HHS Training Award

« Students with Participating Faculty

« Eligible Students with Participating Faculty

o TGE Predocs Supported by this Training Grant
Predocs Supported by this Training Grant (R90 Only)

Postdoctorates

o Total

o Supported by any HHS Training Award

» Postdocs with Participating Faculty

« Eligible Postdocs with Participating Faculty

o TGE Postdocs Supported by this Training Grant
Postdocs Supported by this Training Grant (R90 Only)
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arch Training Dataset (RTD) for Renewal

PDIFI Hope, Bob

RTD ST32CA999999-40 Tumor Cell Biclogy Training Program

Waldenstrom macroglebulinemia

Census
Faculty

Total

Participating

Predoctorates

P;!rlic;ipa'ung

Supported by any HHS Training Award
Students with Participating Faculty
Eligible Students with Participating Faculty

TGE Predocs Supported by this Training Grant

Postdoctorates

Total

Supported by any HHS Training Award
Fostdocs with Participating Faculty
Eligible Postdocs with Participating Faculty

TGE Postdocs Supported by this Training Grant

Save and Close Clear

Participating Department/Program Detail @
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Select the Save and Close button to save the information.

7.1.4 Participating Department/Program Detail (Renewal)
7.1.4.1 Edit Departments & Programs

To edit a program or department, select the Edit button from the Actions column.

Participating Departments and Programs @

Add Participating Depariments or Programs

Showing 1 - 2 of total 2

Department or Program Name “ Type ‘Actions
CENTER FOR VACCINE BIOLOGY AND IMMUNOLOGY/SCHOOL OF MEDICINE AND DENTISTRY Depanment

NEUROSURGERY/SCHOOL OF MEDICINE AND DENTISTRY Department Remave

Update the Census information as necessary.

Faculty

o Total
« Participating

Predoctorates

o Total

o Supported by any HHS Training Award

 Students with Participating Faculty

« Eligible Students with Participating Faculty

o TGE Predocs Supported by this Training Grant

o Predocs Supported by this Training Grant (R90 Only)

Postdoctorates

o Total
Supported by any HHS Training Award

Postdocs with Participating Faculty

Eligible Postdocs with Participating Faculty
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o TGE Postdocs Supported by this Training Grant
o Postdocs Supported by this Training Grant (R90 Only)
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arch Training Dataset (RTD) for Renewal

PDIFI Hope, Bob

RTD ST32CA999999-40 Tumor Cell Biclogy Training Program

Waldenstrom macroglebulinemia

Census
Faculty

Total

Participating

Predoctorates

P;!rlic;ipa'ung

Supported by any HHS Training Award
Students with Participating Faculty
Eligible Students with Participating Faculty

TGE Predocs Supported by this Training Grant

Postdoctorates

Total

Supported by any HHS Training Award
Fostdocs with Participating Faculty
Eligible Postdocs with Participating Faculty

TGE Postdocs Supported by this Training Grant

Save and Close Clear

Participating Department/Program Detail @
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Select the Save and Close button to save the information.

7.2 Training Support & Summary (Renewal)
7.2.0.1 Summary Statistics
Displays the read-only totals of the following:

o Average Grant Support per Participating Faculty Member
o Total Number of Predoc Positions

o Total Number of Postdoc Positions

o Total Number of Short-Term Positions

The Average Grant Support per Participating Faculty Member is the mean of the Current
Year Direct Costs in Research Support for each Faculty member.

The total number of positions represent the sums of the positions entered for each
Institution Training Grant.

Prepare Research Training Dataset (RTD) for Renewal

RTD 5T32CA999999.40 Tumaor Cell Biology Training Program

PDIPI Hope, Bob

Training Support & Summary @

@5ummaw Stafistics

@ Institutional Training Support Detail
NIH Sources of Support

Showing 1-1 of total 1

Grant Title *  Award Number = Project Period + PFD/PI

Psychometric Integrative Technology for  ROTAGS99899-01 0972015 to 052020
Cognitive Health Research

Add Institutional Training Suppaort

@unsus Totals
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7.2.1 Institutional Training Support

To add currently active, federal institutional training, career development, or research education
support available to the participating faculty members:

1. Select the Add Institutional Training Support button in the Institutional Training
Support Detail section.

Training Support & Summary @

© Summary Statistics

@ Institutional Training Support Detail
NIH Sources of Support

Showing 1 -1 of total 1

Grant Title * Award Number = Froject Period = PDPI = Action
Integrative Immunclogy Training T32A1999999-37 07/1980 to 0512019
Program

Add Institutional Training Support )

© Census Totals

2. Search for support by entering any of the criteria on the Add Institutional Training Support
pop-up. Y ou must enter either an IC Code or PD/PI Last Name.
o Activity Code

e IC Code

o Serial Number

« Suffix Code

o Start Date

o End Date

o PD/PI Last Name

o Institution

Tip: As you type an institution name, a drop-down list of potential matches will begin
to populate. Select the institution from that list.
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3. Select the Search Funding Sources button.

Add Institutional Training Support

Search NIH Funding Sources
© 3 Search Criterna

Activity Code % IC Code Serial Number Suffix Code
Start Date (mmidd/yyyy) End Date {mm/ddiyyyy)
# FDVPI Last Name

Institution

Clear l cancel |

‘ Close

4. From the result list, click the Select link from the Action column for the correct project.

The added source of support will display on the Training Support and Summary screen.

Use the Edit and Remove links next to the record to update or remove the funding source as
necessary.

Additional detail can be found in the Institutional Training Support Detail section.

7.2.2 Census Totals
Displays totals for Faculty, Predoctorates, and Postdoctorates.
Faculty

o Total

« Participating

Use the Edit button to add to or update the numbers for unique faculty members across
participating departments and interdepartmental programs.

Predoc

The following read-only information is displayed. This data is maintained on the Participating

Departments/Programs section, and the sum totals across Participating Programs and
Departments are shown here.
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o Total

o Supported by any HHS Training Award

« Total Predoctorates with Participating Faculty

« Eligible Students with Participating Faculty

e TGE Predocs Supported by this Training Grant

o Predocs Supported by this Training Grant (R90 Only)

Postdoc

The following read-only information is displayed. This data is maintained on the Participating
Departments/Programs section, and the sum totals across Participating Programs and
Departments are shown here.

o Total
Supported by any HHS Training Award

Total Postdoctorates with Participating Faculty

Eligible Postdocs with Participating Faculty
TGE Postdocs Supported by this Training Grant
Postdocs Supported by this Training Grant (R90 Only)

7.2.3 Institutional Training Support Detail (Renewal)

Select the Edit link on the Institutional Training Support section of the Training Support
& Summary to open the Editing screen.
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Prepare Research Training Dataset (RTD) for Renewal

RTD 5T32CA999999-40 Tumor Cell Biology Training Program

PDIPI Parton, Dolly

Institutional Training Support Detail @

Project Title: Psychometric Integrative Technolegy for Cognitive Health Research

Grant Number: RO1AGS99999-01

© Number of Trainee Positions

Number of Predoc Positions 0
Number of Postdoc Positions 0
Number of Short-Term Positions 0
Number of Participating Faculty a
© Overlapping Faculty

Number of Overlapping Faculty 0

Showing 0 to 0 of 0 entries
Overlapping Faculty Name * Action

No data available in table

Add Overtapping Faculty

7.2.3.1 Number of Trainee Positions

Use this section to add the number of Predoc, Postdoc, Short-term, and Participating Faculty
positions.
1. Select the Edit button.

2. In the Institutional Training Support pop up, enter the appropriate totals.
3. Click the Save button.
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7.2.3.2 Overlapping Faculty
Use this section to update the number of overlapping faculty.

1. Select the Add Overlapping Faculty button.

Personal Profile  Status  Prior Approval RPPR xTrain | xTRACT Admin Supp eRA Partners

lraining Grants Persons Institution Data

Prepare Research Training Dataset (RTD) for Renewal

RTD 5T32CA959999-40 Tumor Cell Biology Training Program

FDIPI Parton, Dolly

Institutional Training Support Detail @
ProJect Title: Fs)—chomemc In[E'glEI[IVE TECI‘II'IGEQQ;' for CDQI'II[I\.'E Health Research

Grant Number: RO1AGS99999.01

& Number of Trainee Positions

© Overlapping Faculty

Number of Overlapping Faculty 0

Showing 0 to 0 of 0 entries

Overlapping Faculty Name “  Action

Mo data available in table

( Add Overlapping Faculty )

2. In the Action column, select Add Overlapping Faculty for any participating faculty
members that are also on the Institution Training Grant. If a needed faculty member does not
display in the results, then add the faculty member as Participating Faculty as described in
the topic titled Participating Faculty Members (Renewal) on Page 89 for renewal
applications.

The Action column updates with the word Added.
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Add Overlapping Faculty
Person Name Commons UserID  Person ID Email Action
White, Snow WHITES 1234567 eRATest@mail.nih.gov [ Ada Overtapping Facuy |
Black, Jack BLACK] 2345678 eRATest@mail nih.gov [.-‘-.dd Overlapping Faculty |
Smith, Black SMITHB 3456789 eRATest@mall.nih.gov [Anu Overlapping Fac ul.‘j]
Smith, Blue SMITHBL 4567890 eRATest@mail.nih.gov [ Add Overtapping Facuty |
Light, Bud LIGHTB 56728901 eRATest@mail.nih.gov | Add Overlapping Faculty |
Crosby, Bing CROSBYB 6789012 eRATest@mail.nih.gov [ Ada Overiapping Facuny |
Thomas, Danny THOMASD 7890123 eRATestE@mail nih.gov [.-:.ua Overlapping Faculty |
Thomas, Marlo THOMASM 8901234 eRATest@mail. nih.gov SAdded
Close

3. Select the Close button.

The Overlapping Faculty Name displays on the Institutional Training Support Detail screen with
the option to Remove the overlapping faculty member. The updated total count of the overlapping
faculty is calculated by system and is displayed as read-only.

7.3 Participating Faculty Members (Renewal)

Displays the participating faculty added to the RTD - or a message indicating that no faculty have
been added, when appropriate.

7.3.1 Add Faculty

To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
affiliation with my institution.
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NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.

Search for Faculty

© 3 Search Criteria
* Either Commens User ID or Person 1D or Last Mame is required to perform person search

* Commons User ID * Person ID

First Name Middle Name * Last Name

Shorts%

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add
the person to the RTD.

When the Add Faculty button is clicked, the Action column will display the word Added.
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Search for Faculty

O @ Search Critena

© £ Search Resulis

Persons

Filter:

Person Name

Sharts, Bill

Shorts, Jim

~ Commons User ID

Show

Commons

Institution * Email

UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER

UNIVERSITY OF eRATest@mail nih.gov

ROCHESTER

Showing 1 - 2 of total 2

10 [w| perpage -, »

+ Action

@Added

@ Looking for 2 Person but don't see that person listed? You can create a new xTRACT person record here.

Close

4. Search for and add other faculty as necessary, repeating the steps above.

a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.

7.3.2 Edit Faculty

Use the Edit link in the Actions column to edit the participating faculty detail for the selected
member. Refer to the topic titled Participating Faculty Detail (Renewal) on Page 91.

7.3.3 Remove

Select the Remove link in the Actions column to remove the faculty member from the RTD. At

the confirmation, select Yes.

7.3.4 Participating Faculty Detail (Renewal)

Use the + plus icon next to each individual sections of the Participating Faculty Detail. The Open
All Sections link reveals all collapsed sections at once.
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POIPI Parton, Dolly

Prepare Research Training Dataset (RTD) for Renewal

RTD 5T32CA099999-40 Tumor Cell Biclogy Training Program

Participating Faculty Detail @
fhiplash, Snidely

@ Faculty Member Data

Commons User (D

Email: eRATest@E@mail nih,gov

Primary Department
or Program:

Research Interest:

Training Role(s):

()

R\Faculty Degree
Research Support

entoring Record

Each section provides a means for editing the information. Refer to the steps below.

7.3.4.1 Faculty Member Data

Use the + plus icon in the Faculty Member Data panel of the Participating Faculty Detail to

display faculty data as described below.

o Commons User ID (read only)

o Email (read only)
o Rank

o Primary Department or Program
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¢ Research Interest

o Training Role(s)

Use the Edit button to open the fields in a pop-up for editing. Select Save to save your changes.

7.3.4.2 Faculty Degree

From this panel, you may add a degree, edit a degree, or select a degree to add to an RTD.

The Source of degrees is displayed as read-only as x7TRACT (meaning that the degree was added
to the person in XTRACT) or as Commons Profile (meaning that the degree is from the Commons
Personal Profile of the person).

Add a Degree

1. Select the Add Degree button.
2. Update the fields in the Add a Degree pop-up:

Degree: Select from the list

Other Degree Text: Enter if the Degree selected is OTH (other type of degree) or an
other category like BOTH, DDOT, DOTH, MDOT, MOTH, and VDOT.

Degree Date: Enter in MM/YY Y'Y format

Terminal Degree: Select the Yes or No radio button as appropriate. When the Yes
button is selected, the terminal degree indicator (7his is the terminal degree of this
person.) displays next to the degree details in the view. Only one degree for a person
can be set as the Terminal Degree.

Degree Status: Completed or In Process are the selections available for Faculty
degrees.

Include in RTD: Yes or No are the options available.

Degree Institution: Enter the institution name, one institution per degree. Start typing
in some of the institution's name and a drop-down menu displays with related
institution names.

3. Select the Save button to save your changes.

4. Repeat for any additional degrees.

Edit a Degree

1. Use the Edit button next to a listed degree to display the Edit a Degree pop-up for editing.

2. Update the fields as necessary.
3. Select the Save button or click the Cancel button.
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Include in RTD

1. Locate the degree you are including in the RTD.

2. Check the Include in RTD box for the degree to be displayed in the Participating Faculty
Members Training Table on the RTD PDF. Up to three degrees can be selected to include
in the RTD.

Uncheck the box to exclude the degree.

Delete a Degree

Select the Delete button to delete the degree from the participating faculty detail. Delete degree is
not available if the Source of the degree is Commons Profile, meaning the degree is from the
Commons Personal Profile of the person.

7.3.4.3 Research Support

NIH and Other Agency Sources of Support

Includes the NIH Grant number, Role on Project or Subproject, Project Title, Project Period,
and Current Y ear Direct Costs. This information is displayed as read-only.

Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, Project Title, Project
Period, and Current Year Direct Costs.

To add additional support:

1. Select the Add Another Source of Support button to display fields for
searching/editing to add a non-NIH funding source.

2. Search for a funding source:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the Select link from the Action column for the correct
project.
3. Enter Start of Funding and End of Funding in mm/yyyy format.
4. Enter current year direct costs.
5. Select Save.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.
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7.3.4.4 Mentoring Record

Use the + plus icon in the Mentoring Record panel of the Participating Faculty Detail to display
counts of trainees mentored.

o Predocs In Training

o Predocs Graduated

o Predocs Continued in Research or Related Careers

o Postdocs in Training

o Postdocs Completed Training

o Postdocs Continued in Research or Related Careers

Use the Edit button to open the fields in a pop-up for editing. Save your changes by selecting the
Save button on the pop-up.

7.4 Students (Renewal)

If both Predoc and Postdoc participating trainees are included in the RTD for the Renewal, this
menu item will not be available. If only Predoc trainees are included, then Postdoc Students can be
added. If only Postdoc trainees are included, then Predoc Students can be added.

This section displays the students added to the RTD - or a message indicating that none has been
added, when appropriate. From this screen, you can add, edit, and remove students.

Prepare Research Training Dataset (RTD) for Renewal

RTD 5T32HD999999-15 Human and Molecular Development Training Grant
POIPI Parton, Dolly
Students @

Add Student

Showing 1 -1 af total

Person Name *  Commons User ID ¥ Person D = Student Type + Action

Rogers, Kenny ROGERSK 1234567 Pre-doc Edit || Remave |

Students(s) are listed in a table at the bottom of the screen along with the following information:
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Student Name

o Commons User ID (if available)
Person ID

Student Type: Pre-doc or Post-doc

Actions
o The Edit link opens the Student Detail for the selected trainee. Refer to the topic titled
Student Detail for a Renewal (Renewal) on Page 98.

o The Remove link removes the person from the RTD.

The Add Student feature allows you to search for and add students or create new
xTRACT persons to add to the RTD.

7.4.1 Add Student
To add a student:

1. Select the Add Student button.

2. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your
institution by removing the checkmark from the box titled Search for persons who have a
Commons affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

3. All matching records display in the Person(s) table. Select the Add Student as link in the
Action column to add the person.

NOTE: After you perform a search, the Create a new XTRACT Person here link is
enabled. Use this link to create an XTRACT person record. Refer to the topic titled Create
XTRACT Person on Page 184

4. Select the Student Type from the pop-up box.

5. Repeat to add other students. Added students appear in the Person(s) list with the word
Added shown in the Action column.

6. Use the Close button to close the search screen.

Prepare RTD for a Renewal 96 December 09, 2016



xTRACT User Guide

Search for Students

@@ Search Criteria

# Either Commons User D or Person 1D or Las! Mame is required to perform person search
#* Commons User ID * Person ID

First MName Middle Name #* Last Name

bond¥e X

¥ search for persons who have a Commons affiliation with my institution

‘You can perform a wildcard search on Commaons 1D or Last Name, by using the "%" character
For example: abcd% or %abcd% or ab%cd%

Search Pers

Close

Search for Students

© 3@ Search Criteria

© £ Search Results
Persons
Showing 1 - 2 of total 2
Filter:
Show 10 [w| | per page « - *
Commons
Person Name “« Commons User ID % PersonliD = [Institution = Email = Action
Bond, James BOND) 1234567 UNIVERSITY OF eRATesi@mail nih.gov
ROCHESTER
Bond, Secure BONDS 7654321 UNIVERSITY OF eRATest@mailnih.gov @Added
ROCHESTER

@ Looking for a Person but don't see that person listed? You can create a new xTRACT person record here. ‘

Close

7.4.2 Edit Student

From the list of students, select the Edit link in the Actions column to edit the student detail.

Refer to the topic titled Student Detail for a Renewal (Renewal) on Page 98.
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7.4.3 Remove

Select the Remove link in the Actions column to remove the student from the RTD. At the
confirmation, select Yes.

7.4.4 Student Detail for a Renewal (Renewal)

Use the + plus sign icon to display individual sections of the Student Detail. The Open All
Sections link reveals all collapsed sections at once.

Prepare Research Training Dataset (RTD) for Renewal

RTD STIZHD99939%-15 Human and Malecular Development Training Grant

POIPI Parton, Dolly

Student Detail @

Rogers, Kenny (Pre-doc)

@ Student Data

Commons User ID: ROGERSK
Email: eRATest@mail nib.gov
In Training Data

OfFaculty Members
O|Degrees
Q|Post-Training Positions
@|Subsequent Grants

Publications

Each section provides a means for viewing or editing the information. Refer to the steps below.
7.4.4.1 Student Data

Use the + plus sign icon in the Student Data panel of the Student Detail to display the following
read-only information:

e Commons User ID or Person ID

e FEmail
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7.4.4.2 In Training Data

Use the + plus sign icon in the In Training Data panel of the Student Detail to display in training
data as described below. Use the Edit button to open the fields in a pop-up for editing.

e In Training
Type
Research Topic

o Start Date
o Into Current Degree-Granting Program, for a Predoctoral trainee

o Into Postdoctoral Research, for Postdoctoral trainee
o End Date (when Trainee Left Program)
7.4.4.3 Faculty Members
Displays the faculty members for the student on the RTD.

To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.
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Search for Faculty

© 3 Search Critenia

* Either Commens User ID or Person 1D or Last Mame is required to perform person search

% Last Name

Shorts%

* Commons User ID * Person ID
First Name Middle Name
M search for persans who have a Commons with my in
-ommons 1D or Last Name, by using the %" character

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add

the person to the RTD.

When the Add Faculty button is clicked, the Action column will display the word Added.

Search for Faculty

© [ Search Criteria

© £ Search Results

Persons

Filter:
Persen Name “ Commons User ID % PersonliD ]
Shorts, Bill SHORTSB 1234567
Shorts, Jim SHORTS] 7654321

Show
Commons
Institution * Email
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER

Showing 1 - 2 of total 2

0(-:M

10 1‘ per page

+ Action

GAdded

Agd Faculty

@ Locking for 2 Person but don't see thal persen listed? You can create a new xTRACT person record here.

Close
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4. Search for and add other faculty as necessary, repeating the steps above.
a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.

To remove a faculty member from the Student, select the Delete link from the Action column.
7.4.4.4 Degrees
xTRACT displays a list of completed degrees and associated data.

The Source of degrees is displayed as read-only as xTRACT (meaning that the degree was added
or edited to the person in XTRACT) or as Commons Profile (meaning that the degree is from the
Commons Personal Profile of the person).

To add a degree:

1. Select the Add Degree button.
2. Update the fields in the Create a New Degree pop-up:

o Degree: Select from the list

o Other Degree Text: Enter if Degree selected is OTH (other type of degree) or an
other category like BOTH, DDOT, DOTH, MDOT, MOTH, and VDOT.

o Degree Date: Enter in MM/YY Y'Y format

o Terminal Degree: Select the Yes or No . When Yes is selected, the terminal degree
indicator (This is the terminal degree of this person.) displays next to the degree
details in the view. Only one degree per person can be set as the Terminal Degree.

o Degree Status: Select Completed or In Progress, as appropriate

o Received in Training: Select Yes or No. Up to three degrees can be selected as
Received in Training.

o Degree Institution: Enter the institution name, one institution per degree. Start typing
in some of the institution's name and a drop-down menu displays with related
institution names.

3. Select the Save button to save the new degree.
4. Repeat for any additional degrees.

Use the Edit and Delete links in the Action column to update or remove the degrees as necessary.
Degrees with Commons Profile as a Source cannot be deleted.

7.4.4.5 Post-Training Positions

Displays post-training positions employment information. The Source of positions is displayed as
read-only as xTRACT (meaning the position was added or updated for the person in xXTRACT) or
as Commons Profile (meaning the position is from the Commons Personal Profile of the person).
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To add employment:

1. Select the Add Employment button.

2. Provide the following information:
o Faculty Teaching Position: Select from the list
o Professor; Associate Professor; Assistant Professor; Instructor; Other

Academic Administrative Position: Select from the list

o President; Vice President; Dean; Assistant or Associate Dean; Chairperson of
Department (or Director); Other
o Primary Employment Indicator: Select the Yes, No, as appropriate.
e Full Time Employment Indicator: Select Full-Time or Part Time

o Current/Initial Employment Indicator: Select Primary Current or Primary
Initial or both, as appropriate

o Primary Activity: Select from list
o Research-intensive; Research-related; Further training; Other
o Employment Position: Enter the position title for the employment. This is required.
« Institution: Use the type a head feature to find the appropriate institution.
o Primary Department of Position: Use the type a head feature to find the appropriate
department.
o Start Date: Select a date in MM/YYY'Y format. This is required.
o End Date: Select a date MM/YYYY format.

3. Select the Save button to save the changes.
4. Repeat to add another.

Use the Edit and Delete links in the Action column to update or remove the positions as
necessary. Positions with a Source of Commons Profile cannot be deleted.

7.4.4.6 Subsequent Grants

NIH Sources of Support
Includes the NIH Grant number, Project Title, Award Start Date, Period of Support.
To add additional sources of support under this section:

1. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.

2. Select Save.

Use the Edit and Delete links to update or remove the funding source as necessary.
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Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
Date.

To add additional support:

1. Select the Add Other Source of Support button to open the Add Non-NIH Source of
Support pop-up.

Search for support or create new funding source:

To search:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the link from the Action column for the correct
project.

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

2. Select an option from the Role during funding drop-down.
3. Enter Start of Funding and End of Funding in mm/yyyy format.
4. Select Save.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

7.4.4.7 Publications

To add a publication:

1. Select the Add Publication button.
2. From the Add Publication pop-up, enter one of more of the required information:
Commons User ID, Person ID, or Last Name
a. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of
your institution by removing the checkmark from the box titled Search for persons
who have a Commons affiliation with my institution.
b. All matching records display in the Person(s) table. Click the Add Faculty button to
add the person. This will populate the name into the Add Publication pop-up, which
will display on your screen once again.
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3. Search for a publication by one of the following:
a. PMID/PMCID

First Name, Last Name, or Title
Click the Search button.
Click the Add button to add the appropriate publication.

o a0 T

Next select the appropriate Authors check boxes.

4. To edit a publication click the Manual Edit Publication button.
a. Enter the required fields: Title, Journal, or Authors.

b. Click the Continue to review & confirm button.

5. Finally click the Save button to save the information. Y ou will see a confirmation at the top
of the pop-up.

To indicate no publications, mark the check box titled Check this box if there are no
publications for this trainee.

After checking the no publications check box, you will be guided through the following steps:

1. Select a reason for No Publications from the drop-down list.
2. Search for and select a faculty member.
3. Select the Save button to save the information.

Use the Edit and Delete buttons next to a specific publication to update or remove that record.

7.5 Participating Trainees (Renewal)

Displays the participating trainees added to the RTD - or a message indicating that none has been
added, when appropriate. From this screen, you can add, edit, and remove participating trainees.
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Prepare Research Training Dataset (RTD) for Renewal

RTD 5T32HD999999-15 Human and Molecular Development Training Grant

POIPI Lennon, John

Participating Trainees @

Add Traineg

Showing 1 - 10 of total 42

Filter:
Show 10 [»| perpage -- - 2 3 4 5 »
Persen Name *  Commons User ID > PersonlD S TraineeType 5 StariDate <+ EndDate 5 Action
Starr, Ringo STARR 1234567 Post-doc Edit || Remove
Harrison, George HARRISONG 7654321 Post-doc Remave

Participating trainee(s) are listed in a table at the bottom of the screen along with the following
information:

o Person Name

o Commons User ID (if available)

e Person ID

o Trainee Type: Pre-doc; Post-doc; Short Term

o Start Date

e End Date

o Actions
o The Edit link opens the Participating Trainee Detail for the selected trainee. Refer to
the topic titled Participating Trainee Detail (Renewal) on Page 106.

o The Remove link removes the person from the RTD.

The Add Trainee feature allows you to search for and add existing trainees or create new
xTRACT persons to add to the RTD.

7.5.1 Add Trainee

To add a trainee:
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1. Select the Add Trainee button.

2. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your
institution by removing the checkmark from the box titled Search for persons who have a
Commons affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

3. All matching records display in the Person(s) table. Select the Add Trainee link in the
Action to add the person.

NOTE: After you perform a search, the Create XTRACT Person button is enabled. Use
this button to create an XTRACT Person record. Refer to the topic titled Create xTRACT
Person on Page 184

4. Select the Trainee Type from the pop-up box: Pre Doctoral, Post Doctoral, or Short Term
and click OK.

5. Repeat for any to add other students. Added students appear in the Person(s) list with the
word Added shown in the Action column.

6. Use the Close button to close the search screen.

7.5.2 Edit Trainee

From the list of trainees, select the Edit link in the Actions column to edit the trainee detail for the
selected trainee.

Refer to the topic titled Participating Trainee Detail (Renewal) on Page 106.
7.5.3 Remove

Select the Remove link in the Actions column to remove the trainee from the RTD. At the
confirmation, select Yes.

7.5.4 Participating Trainee Detail (Renewal)

While preparing an RTD for a Renewal, you can open the Participating Trainee Detail for a
trainee by selecting that trainee's Edit link. The Participating Trainee Data for the selected person
is grouped into panels. Use the + plus sign icon and Edit buttons and links to display and edit the
information as detailed below.
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Prepara Research Training Datasat (RTD) for Renewal

RTD ST32HD999999.15 Human and Molecular Development Training Grant

POIPI Bond, James

Participating Trainee Detail @

@ Trainee Data

Commons User ID; PENNYM

Email: eRATesi@mail nih.gov

n Training Data
Faculty Members
Bupport Dunng Traiming
Degreas

Post-Training Positions
Bubsequent Grants

FPublications

(c ¢ ¢ © © © ©

IMPORTANT: The information displayed in the trainee detail is comprised of information
pulled from the trainee's eRA Commons Personal Profile, where available. However, updates
made to the XTRACT trainee detail will not update that trainees Personal Profile in Commons.

7.5.4.1 Trainee Data

Use the View link in the Trainee Data panel of the Participating Trainee Detail to display the
following read-only information, as applicable:

e Person ID or Commons ID
e Email
7.5.4.2 In Training Data

Use the View link in the In Training Data panel of the Participating Trainee Detail to display in
training data as described below. Use the Edit button to open the fields in a pop-up for editing.
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In Training
Type
Research Topic

Start Date
o Current Degree-Granting Program for a Predoctoral trainee

o Postdoctoral Research for Postdoctoral trainee

End Date (when Trainee Left Program)

NOTE: In order to finalize the RTD for an RPPR, all trainees must have a start date in the In
Training Data section. Additionally, trainees with No selected for In Training status must have
an end date.

7.5.4.3 Faculty Members
Displays the participating faculty added to the RTD.
To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.
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Search for Faculty

© 3 Search Critenia

* Either Commens User ID or Person 1D or Last Mame is required to perform person search

% Last Name

Shorts%

* Commons User ID * Person ID
First Name Middle Name
M search for persans who have a Commons with my in
-ommons 1D or Last Name, by using the %" character

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add

the person to the RTD.

When the Add Faculty button is clicked, the Action column will display the word Added.

Search for Faculty

© [ Search Criteria

© £ Search Results

Persons

Filter:
Persen Name “ Commons User ID % PersonliD ]
Shorts, Bill SHORTSB 1234567
Shorts, Jim SHORTS] 7654321

Show
Commons
Institution * Email
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER

Showing 1 - 2 of total 2

0(-:M

10 1‘ per page

+ Action

GAdded

Agd Faculty

@ Locking for 2 Person but don't see thal persen listed? You can create a new xTRACT person record here.

Close
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4. Search for and add other faculty as necessary, repeating the steps above.
a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.

To remove a faculty member from the RTD, select the Delete link in the Action column.

7.5.4.4 Support During Training

NOTE: This section applies to pre-doc and and post-doc trainees only.

Sources of support, both within and outside of NIH, can be maintained in this section. Click on the
collapsed panel to display the information.

After a start date has been added for the trainee in In Training Data, the Training Years (TYSs)
will be displayed as read-only with corresponding abbreviations for funding sources in Support
During Training.

This NIH Training Grant
Includes the NIH Grant number , Project Title, Period of Support.

Click the Add This NIH Source of Support to add support from This NIH Training
Grant. Enter the Start of Funding and End of Funding. To remove support from This
NIH Training Grant, select Delete All from This NIH Funding Source of Support.

NIH and Other Agency Sources of Support
Includes the NIH or Other Agency Grant number, Project Title, Period of Support.
To add additional NIH or Other Agency support:

1. Select the search icon next to Funding Source to open query fields.
a. Enter search criteria in the fields.

b. Select the Search Funding Sources button.
c. From the list, select the funding source by clicking the appropriate Select link
in the Action column.
2. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.
3. Enter the Other role description if Other was selected for Role during funding.
4. Select Save.
5. Repeat the search to add more.

Use the Edit and Delete links to update or remove the funding source as necessary.
Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
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Date.
To add additional support:

1. Select the Add Other Source of Support button to open the Edit/Add Sources of
Support pop-up.

Search for support or create new funding source:

To search:
a. Search for support entering the parameters given and selecting Search Funding

Sources button.
b. From the result list, click the link from the Action column for the correct
project.

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

Select an option from the Role during funding drop-down.

Enter Start of Funding and End of Funding in mm/yyyy format.

Enter the Other role description if Other was selected for Role during funding.
Select Save.

A

Repeat the search to add more.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

7.5.4.5 Degrees

xTRACT displays a list of completed degrees and associated data in reverse chronological order,
with incomplete degrees following.

To add a degree:

1. Select the Add Degree button.
2. Update the fields in the Create a New Degree pop-up:
o Degree: Select from the list
o Other Degree Text: Enter the name of the degree if an OTH type of degree was
selected.
o Degree Date: Enter in MM/YYYY format
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Terminal Degree: Select the Yes or No as appropriate. When Yes is selected, the
terminal degree indicator (7his is your terminal degree.) displays next to the degree
details in the view. A person can only have one terminal degree.

Degree Status: Select Completed or In Progress, as appropriate

Received in Training: Select Yes or No. Up to three degrees can be set as Received
in Training.

Degree Institution: Enter the institution name, one institution per degree. Y ou can
search for an institution by selecting the magnifying glass search icon.

3. Select the Save button to save your changes.

4. Repeat for any additional degrees.
5. Select the Close button when finished.

Use the Edit and Delete links in the Action column to update or remove the degree(s) as
necessary. Degrees Commons Profile as the Source cannot be deleted.

7.5.4.6 Post-Training Positions

Displays post-training positions employment information.

To add employment:

1. Select the Add Employment button.

2. Provide the following information:

Faculty Teaching Position: Select from the list:
o Professor; Associate Professor; Assistant Professor; Instructor; Other

Academic Administrative Position: Select from the list:

o President; Vice President; Dean; Assistant or Associate Dean; Chairperson of

Department (or Director); Other

Primary Employment Indicator: Select the Yes or No.
Full Time Employment Indicator: Select Full-Time or Part-Time
Current/Initial Employment Indicator: Select Primary Current or Primary
Initial
Primary Activity: Select from list

o Research-intensive; Research-related; Further training; Other
Employment Position
Institution: Enter the institution or select the icon to open a search box

Primary Department of Position: Enter the department or select the icon to open a
search box
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o Start Date: Select a date in MM/YY Y'Y format.
o End Date: Select a date MM/YYYY format.

3. Select the Save button to save your changes.
4. Repeat to add another.
5. Select Close to close the window.

Use the Edit and Delete links in the Action column to update or remove the position(s) as
necessary. Positions with Commons Profile as the Source cannot be deleted.

7.5.4.7 Subsequent Grants
NIH and other Agency Sources of Support
Includes the NIH or Other Agency Grant number, Project Title, Period of Support.

To add additional NIH or Other Agency Support:

1. Select the search icon next to Funding Source to open query fields.
a. Enter search criteria in the fields.

b. Select the Search Funding Sources button.

c. From the list, select the funding source by clicking the appropriate Select link
in the Action column.

2. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.

3. Select Save.
4. Repeat the search to add more.

Use the Edit and Delete links to update or remove the funding source as necessary.
Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
Date.

To add additional support:

1. Select the Add Other Source of Support button to open the Edit/Add Sources of
Support pop-up.

Search for support or create new funding source:
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To search:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the link from the Action column for the correct
project.

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

Select an option from the Role during funding drop-down.
Enter Start of Funding and End of Funding in mm/yyyy format.
Select Save.

Nk wb

Repeat the search to add more.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

7.5.4.8 Publications

To add a publication:

1. Select the Add Publication button.
2. From the Add Publication pop-up, enter one of more of the required information:
Commons User ID, Person ID, or Last Name
a. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of
your institution by removing the checkmark from the box titled Search for persons
who have a Commons affiliation with my institution.
b. All matching records display in the Person(s) table. Click the Add Faculty button to
add the person. This will populate the name into the Add Publication pop-up, which
will display on your screen once again.

3. Search for a publication by one of the following:
a. PMID/PMCID

First Name, Last Name, or Title
Click the Search button.
Click the Add button to add the appropriate publication.

N (A

Next select the appropriate Authors check boxes.
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4. To edit a publication click the Manual Edit Publication button.
a. Enter the required fields: Title, Journal, or Authors.

b. Click the Continue to review & confirm button.

5. Finally click the Save button to save the information. Y ou will see a confirmation at the top

of the pop-up.

To indicate no publications, mark the check box titled Check this box if there are no

publications for this trainee.

After checking the no publications check box, you will be guided through the following steps:

1. Select a reason for No Publications from the drop-down list.
2. Search for and select a faculty member.
3. Select the Save button to save the information.

Use the Edit and Delete buttons next to a specific publication to update or remove that record.

7.6 Program Statistics (Renewal)

The Program statistics information is accessed via the left-side menu.

RTD~

Basic Information

Participating Departments /
Programs

Training Support & Summary

Participating Faculty

Paricipating Trainees

Program Statistics

Applicants and Entr{ Program Statistics

Appointments

Preview PDF

In cases where a prior RTD exists for the application, the option to copy from the prior RTD(s)

will display. If none are available, only the Save and Clear buttons will show.
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Prepare Research Training Dataset (RTD) for Renewal

RTD AT32AA007453-35 Interdiciplinary Alcohol Research Training Program

PDIPI Comnelius, Marie D.

Program Statistics @

Are program statistics applicable for this reporting period?,_é_,\(eg ™y No
% Percentage of Trainees Entering Graduate School 10 Years Ago Who Completed the Ph.D. 0.0 9%
#* Average Time to Ph.D. for Trainees in the Last 10 Years (not including leaves of absence) 0.0 Year(s)

The Program Statistics section is only available for training grants that have Predoctorate
Trainees.

1. Enter the program statistics as follows:
o Percentage of Trainees Entering Graduate School 10 Years Ago Who Completed the

Ph.D.
o Average Time to Ph.D. for Trainees in the Last 10 Years (not including leaves of

absence)

2. Select the Save Program Statistics button.

Use the checkbox to indicate that Program Statistics are not applicable for this reporting
period.

7.7 Appointments (Renewal)

Displays the training positions awarded and appointed, separately within two tables.

Prepare RTD for a Renewal 116 December 09, 2016



xTRACT User Guide

Prepare Research Training Dataset (RTD) for Renewal

RTD 4K12HD999999-20 UCLA Child Health Research Career Development Award

POIPI Patter, Harry

Appointments @

Training Positions Awarded

Sum of Budget Years

Predoctoral Awarded 0 0 0 o 0
Postdoctoral Awarded 0 0 0 0 0
Short-Term Awarded 0 0 0 0 0

Training Positions Appointed

Sum of Budget Years
Predoctoral Appointed
Predoc Dual Degree

Predoc Diverse
Backgrounds

Postdoctoral Appointed

Postdoc MD or
Equivalent

Postdoc PhD or
Equivalent

Pastdoc DDS, DVM,
Other

Postdoc Dual Degree

Postdoc Diverse
Backgrounds

Short-Term Appainted

Short-Term Diverse
Backgrounds

Edit J'l.ppljlnlrl'lF_em:S

7.7.1 Training Positions Awarded

The Training Positions Awarded table shows the number of awarded Predoctoral, Postdoctoral,
and Short-Term appointments for each budget year. The last column of the table shows the sum of
each appointment over all budget years.
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This information is read-only.
7.7.2 Training Positions Appointed

The Training Positions Appointed table shows the number of appointed training positions for
each budget year. The last column of the table shows the sum of each appointment over all budget
years. Training positions include:

o Predoctoral Appointed

o Predoc Dual Degree

o Predoc Diverse Backgrounds

« Postdoctoral Appointed

o Postdoc MD or Equivalent

o Postdoc PhD or Equivalent

o Postdoc DDS, DVM, Other

o Postdoc Dual Degree

o Postdoc Diverse Backgrounds

o Short-Term Appointed

o Short-Term Diverse Backgrounds

Use the Edit Appointments button to open the table fields for editing. A fter updating the fields,
select the Save Appointments button to save the information.

7.8 Applicants and Entrants (Renewal)

To enter Pre-doc and Post-doc applicants and entrants, first enter the start year of the most recently
completed academic year and click the Submit button.

Select the Pre-Doc Applicants and Entrants and Post-Doc Applicants and Entrants links to
display and enter data for the specific academic year(s).
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Prepare Research Training Dataset (RTD) for Renewal

RTD 5T32HD999999-15 Human and Molecular Development Training Grant

PDIPI Beach, Sandy

Applicants and Entrants @

Start year of the most recently completed
academic year:

2016

The Pre-doc and Post-doc data may be edited via the links below, once the Start of the most recently completed academic year has been provided.

To change the most recently-completed academic year, change the year entered and select Submit.
When changing Academic years, any data entered for Applicant and Entrant Counts and
Characteristics are retained and associated with the shifted year based on order of years (rather
than previously specified year).

For example, let's say the first academic year is 2000-2001 and there are applicant/entrant data
entered for that year. If the first academic year is changed to 2001-2002 by changing the most
recently-completed academic year from 2001 to 2002, the same applicant/entrant data display for
that first year.

7.8.1 Predoctoral Applicant and Entrant Counts and Characteristics
(Renewal)

7.8.1.1 Edit the Counts and Characteristics

For each Academic Y ear, update the Applicant and Entrant Counts and Characteristics
appropriately. Use the Edit buttons provided at the bottom of each table to enter your data. These
buttons open up the fields on each table. Enter the data and select the Save buttons to save it. Or
select Cancel to exit editing without saving the changes.
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Prepare Research Training Dataset (RTD) for Renewal

RTD ST32HD999999-15 Human and Molecular Development Training Grant

PDIPI Bond, James

2016 - 2017 2015 - 2016 2014 - 2015 2013 - 2014 2012 -2013 Summary

Predoctoral Applicant and Entrant Counts and Characteristics @

Oper sections)

@ Counts: Department or Program

Total New Entrants New Entrants
Applicant Applicants Eligible MNew Entrants to  Eligible for Appointed to this
Department or Program Pool for Support the Program Support Grant
CHEMISTRY AND BICCHEMISTRY/COLLEGE
OF LETTERS AND SCIENCE
Total L] o o o 1]

———
' Edit Counts '

Oh\Characteristics: GPA
haracteristics: Research Expenence

haracteristics: Prior Institutions

c © ©

haracteristics: Diversity

7.8.1.2 Counts table

For Predoctoral Applicants and Entrants, Counts are entered by Participating Departments or
Program. If a Department or Program is missing, refer to the topic titled Participating Departments
and Programs (Renewal) on Page 74. The following fields are provided for data entry on each
department or program:

o Department or Program (read only)
Total Applicant Pool

Applicants Eligible for Support

o New Entrants to the Program
o New Entrants Eligible for Support
o New Entrants Appointed to this Grant

7.8.1.3 Characteristics

The following tables exist for Characteristics:
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GPA

Enter the Mean GPA, Lowest GPA, and Highest GPA for the following:

o Total Applicant Pool

o Applicants Eligible for Support

o New Entrants to the Program

o New Entrants Eligible for Support

o New Entrants Appointed to this Grant

Research Experience

Enter the mean, lowest, and highest number of months of prior, full-time research experience for
the following:

o New Entrants to the Program

o New Entrants Eligible for Support

o New Entrants Appointed to this Grant

Prior Institutions

Use the Characteristics: Research Experience section to search and select an institution. Start
typing in the Institution field. Select the appropriate institution from the drop-down list. Once the
institution is selected and displayed on the table, enter a numeric value in the New Entrants to the
Program and/or New Entrants Eligible for Support ficlds. Select the Add Prior Institution
link in the Action column.

Use the Edit and Remove links to modify or remove this data.

o New Entrants to the Program
o New Entrants Eligible for Support
o New Entrants Appointed to this Grant

Diversity

Enter the percent of entrants with a disability and the percent from under-represented racial and
ethnic groups for the following:

o New Entrants to the Program

o New Entrants Eligible for Support

o New Entrants Appointed to this Grant
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7.8.1.4 Summary of Counts and Characteristics

Select the Summary tab to display a summary for predoctoral applicants and entrants. The
summary displays the means across all years for the counts and characteristics.

To edit this information, refer to the above section of this topic.

7.8.2 Postdoctoral Applicant and Entrant Counts and Characteristics
(Renewal)

For each Academic Year, update the Applicant and Entrant Counts and Characteristics
appropriately. Use the Edit buttons provided at the bottom of each table to enter your data. These
buttons open up the fields on each table. Enter the data and select the Save buttons to save it. Or
select Cancel to exit editing without saving the changes.

Prepare Research Training Dataset (RTD) for Renewal

RTD S5T32HD9959999-15 Human and Molecular Development Training Grant

POIPI Whiplash, Snidely

2016 - 2017 2015 - 2016 2014 - 2015 2013 - 2014 2012 - 2013 Summary

Postdoctoral Applicant and Entrant Counts and Characteristics @

LD A oS
@ Counts: Degree Types
Mew Entrants
Applicants Eligible for New Entrants to the Mew Entrants Eligible  Appointed to this
Total Applicant Pool Support Program for Support Grant

PhiDs

MO

Dual-Degree Holders
Other Degree Holders

Total o 1] ] '] 0

Edit Counts

haracteristics: Publications
haracteristics: Prior Institutions

haractenstics: Diversity
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7.8.2.1 Counts table

For PhDs, MDs, dual-degree holders, and other degree holders, update the following information:

o Total Applicant Pool

o Applicants Eligible for Support

o New Entrants to the Program

o New Entrants Eligible for Support

o New Entrants Appointed to this Grant
7.8.2.2 Characteristics
The following tables exist for Characteristics:

Publications

Enter the mean, lowest, and highest number of publications as well as the mean, lowest, and
highest number of first author publications for the following:

Total Applicant Pool

Applicants Eligible for Support

o New Entrants to the Program
o New Entrants Eligible for Support
o New Entrants Appointed to this Grant

Prior Institutions

Use the Characteristics: Research Experience section to search and select an institution. Start
typing in the Institution field. Select the appropriate institution from the drop-down list. Once the
institution is selected and displayed on the table, enter a numeric value in the New Entrants to the
Program and/or New Entrants Eligible for Support ficlds. Select the Add Prior Institution
link in the Action column.

Use the Edit and Remove links to modify or remove this data.

o New Entrants to the Program
o New Entrants Eligible for Support
o New Entrants Appointed to this Grant

Diversity

Enter the percent of entrants with a disability and the percent from under-represented racial and
ethnic groups for the following:
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o New Entrants to the Program
o New Entrants Eligible for Support
o New Entrants Appointed to this Grant

7.8.2.3 Summary of Counts and Characteristics

Select the Summary tab to display a summary for postdoctoral applicants and entrants. The
summary displays the means across all years for the counts and characteristics.

To edit this information, refer to the above section of this topic.

7.9 Preview PDF (Renewal)

Select the Preview PDF link to open save, and/or print the training tables. An In Progress
watermark will be printed on the Training Table PDF until the RTD is finalized.

7.10 Finalize RTD (Renewal)

Certain users have the ability to finalize the RTD for a training grant. Finalized RTDs are marked
as Final and cannot be edited.

To finalize an RTD

1. Select the Finalize RTD link from the RTD links on the left side of the screen.

A confirmation message warns: Are you sure you want to finalized this RTD? Once
finalized, the RTD cannot be edited?

IMPORTANT: Once you finalize, the RTD cannot be edited. Select the No button if you
do not wish to finalize.

2. Select the Yes button to finalize the RTD.

xTRACT generates a PDF version of the training tables without the In Progress watermark,
updates the status of the RTD to Final, and locks the RTD for editing.

Y ou will have the option to view the finalized PDF at any time on the Search New RTDs screen
and unfinalize the RTD if needed.

If data are needed to finalize the RPPR RTD, the appropriate error message(s) display as follows:

o Missing Required Data: Start Date in the In Training Data section is required to finalize the
RTD. Please enter the missing data and try again.
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o Missing Required Data: End Date in the In Training Data section is required to finalize the
RTD. Please enter the missing data and try again.

All trainees must have a start date in the In Training Data section. Additionally, trainees with No
selected for In Training status must have an end date.
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8 Prepare RTD for a Revision Application

To access the screen:

1.

Search for the training grant on the Search for Training Grants screen. Refer to the topic
titled Search for Training Grants on Page 7 for steps.
From the Action column of the search results, select the appropriate link to access the
Prepare for Research Training Data Set (RTD) for Revision screen:

« To initiate the RTD for the renewal application: Select the Prepare for Revision link.

o To continue working on an initiated RTD: Select the Continue for Revision link.

The Prepare Research Training Dataset (RTD) for Renewal screen opens for the selected training

grant.

Use the links listed under RTD on the left side of the screen to maintain the specific sections of the

RTD:

Participating Departments/Programs
Training Support & Summary
Participating Faculty

Participating Trainees

Program Statistics

Applicants and Entrants
Appointments

Preview PDF

Selecting the links above opens the specific section of the RTD. From within, you can add, edit,
and/or remove data.

8.1

Participating Departments and Programs (Revision)

Use this section to add/remove departments and programs.
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8.1.1 Add Departments

1. Select Participating Departments/Programs on the left.
2. Select the Add Participating Departments or Programs button.

Prepare Research Training Dataset (RTD) for Revision

RTD AKDIMHS99999-05 Developing the Autism Model of Implementation for ASD Community Providers

POIPI Case, Sue

Participating Departments and Programs @

' Add Paricipating Depaniments of Programs l

Showing 0 to 0 of 0 entries
Department or Program Name * Type * Actions

No data avallable in table

3. Start typing in the text box. The system will display a list of departments and programs with
that character string in a drop-down menu.

4. Find the appropriate department in the results list drop-down and select the appropriate
department. Major Components are also displayed with the Department to differentiate
among departments with the same name in different units of the organization.

Add Participating Depariments and Programs

Choose your Depariment or Program
Select -

Looking for a Program but ¢ont see it listed? You can also create one
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Add Participating Departments and Programs

Choose your Department or Program

2

| CENTER FOR VIIEHINE BIOLOGY AND IMMUNOLOGY

[ Cancrl

5. Select the Save button and the department and close the screen.

The Participating Departments and Programs screen updates to show the added department(s) in
a table. Added programs and departments display in the same table. The Actions column includes
links for removing and editing the programs and departments.

8.1.2 Add Programs

1. Select the Add Participating Departments or Programs button.

Prepare Research Training Dataset (RTD) for Revision

RTD AKDTMHS99999-05 Developing the Autism Model of Implementation for ASD Community Providers

POIPI Case, Sue

Participating Departments and Programs @

' Add Participating Depaniments of Programs '

Showing 0 to 0 of 0 entries

Department or Program Name ~ Type * Actions

NG data available in table

2. Start typing in the text box. The system will display a list of programs with that character
string in a drop-down menu.
3. Find the appropriate program in the results list drop-down and select the appropriate

program.
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The Action column updates to show Added for the added program. You can repeat the step
to Add Program for as many programs as necessary.

To add a Program not available in the search results, select Create One. Add Program
Name (required) and Program Description (optional) and select Create Program and
Select as Participating in my RTD.

Add Participating Depariments and Programs

Choose your Department or Program
Select

Looking for a Program bt aon see it listed? You can also create one

ve Cancel

Add Participating Departments and Programs

Choose your Department of Prograrm
Sehcl

Lodking for & Program Bl dont See i Isted? You can Ak civate One

m aneet
|

Craate Program, to be added to my kst of participating programs on this RTD &

¥ Required Nield(s]
* Program Mame

| Depanment of Hard Knocks

Program Description

ram and Sebecl s Participating in my RTD | Cancel )
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4. Click the Save or the Create Program and Select as Participating in my RTD button to

add the program and close the screen.

a. After clicking the Create Program and Select as Participating in my RTD button,

click the subsequent Save button.

The Participating Departments and Programs screen updates to show the added program(s) in a
table. Added programs and departments display in the same table. The Actions column includes

links for removing and editing the programs and departments.

8.1.3 Edit Departments & Programs

To edit a program or department, select the Edit button from the Actions column.

Participating Departments and Programs @

Add Participating Depariments or Programs

Department or Program Name “ Type
CENTER FOR VACCINE BIOLOGY AND IMMUNOLOGY/SCHOOL OF MEDICINE AND DENTISTRY Department
NEUROSURGERY/SCHOOL OF MEDICINE AND DENTISTRY Department

Showing 1 - 2 of total 2

‘Actions

| Remove

[E0) (Fomore)

Update the Census information as necessary.

Faculty

o Total
« Participating

Predoctorates

o Total

o Supported by any HHS Training Award

 Students with Participating Faculty

Eligible Students with Participating Faculty

o TGE Predocs Supported by this Training Grant

o Predocs Supported by this Training Grant (R90 Only)

Postdoctorates
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o Total

o Supported by any HHS Training Award

» Postdocs with Participating Faculty

« Eligible Postdocs with Participating Faculty

e TGE Postdocs Supported by this Training Grant

o Postdocs Supported by this Training Grant (R90 Only)
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Pri spai Rosearch Tra ning Datasot |:H D ] for Rowisson
RTD 4KDAMHS999599 05 Developing the Autem Model of Implementation fof ASD Communily Pronicers
POPI Smoe, Joe

Participating Department/Program Detail §
BIOSCIENCE CENTER/COLLEGE OF SCIENCES

Census

Faculty

Total 0

Participating A

Predociorates

Participating 0

Supported by any HHS Training Award

o

Students with Participating Faculty

Eligible Students with Participating Faculty

TGE Predocs Supported by this Training Grant o

Postdoctorates

Total

Supported by any HHS Training Award

Postdocs with Participating Faculty

Eligitde Postdocs with Participating Faculty

TGE Postdocs Supported by this Training Grant

Save and Close

Select the Save and Close button to save the information.
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8.1.4 Participating Department/Program Detail (Revision)
8.1.4.1 Edit Departments & Programs

To edit a program or department, select the Edit button from the Actions column.

Participating Departments and Programs @

Add Participating Depariments o Programs

Showing 1 - 2 of total 2

Department or Program Name * Type
CENTER FOR VACCINE BIOLOGY AND IMMUNOLOGY/SCHOOL OF MEDICINE AND DENTISTRY Depariment
NEUROSURGERY/SCHOOL OF MEDICINE AND DENTISTRY Department

Update the Census information as necessary.

Faculty

o Total
« Participating

Predoctorates

o Total

o Supported by any HHS Training Award

 Students with Participating Faculty

« Eligible Students with Participating Faculty

e TGE Predocs Supported by this Training Grant

o Predocs Supported by this Training Grant (R90 Only)

Postdoctorates

o Total

o Supported by any HHS Training Award

o Postdocs with Participating Faculty

« Eligible Postdocs with Participating Faculty
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o TGE Postdocs Supported by this Training Grant
o Postdocs Supported by this Training Grant (R90 Only)
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Pri spai Rosearch Tra ning Datasot |:H D ] for Rowisson
RTD 4KDAMHS999599 05 Developing the Autem Model of Implementation fof ASD Communily Pronicers
POPI Smoe, Joe

Participating Department/Program Detail §
BIOSCIENCE CENTER/COLLEGE OF SCIENCES

Census

Faculty

Total 0

Participating A

Predociorates

Participating 0

Supported by any HHS Training Award

o

Students with Participating Faculty

Eligible Students with Participating Faculty

TGE Predocs Supported by this Training Grant o

Postdoctorates

Total

Supported by any HHS Training Award

Postdocs with Participating Faculty

Eligitde Postdocs with Participating Faculty

TGE Postdocs Supported by this Training Grant

Save and Close

Select the Save and Close button to save the information.
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8.2 Training Support & Summary (Revision)
8.2.0.1 Summary Statistics

Displays the read-only totals of the following:

o Average Grant Support per Participating Faculty Member
o Total Number of Predoc Positions

o Total Number of Postdoc Positions

o Total Number of Short-Term Positions

The Average Grant Support per Participating Faculty Member is the mean of the Current
Year Direct Costs in Research Support for each Faculty member.

The total number of positions represent the sums of the positions entered for each
Institution Training Grant.

Prepare Research Training Dataset (RTD) for Revision

RTD 5T3204A899999-20 Substance Abuse Interdisciplinary Training Program

PO/PI Case, Sue

Training Support & Summary @
@Summary Statistics

@ Institutional Training Support Detail

NIH Sources of Support

Showing 1 - 1 of total 1

Grant Title ~  Award Number % Project Period * PDIPI Action

Modeling HIV-1 induced disruption of F31NS999955.03 1212013 10 11/2016 Light, Bud Edd || Remove
blood brain barrmer integrity

Add Institutional Training Support

@enSus Totals

8.2.1 Institutional Training Support

To add currently active, federal institutional training, career development, or research education
support available to the participating faculty members:
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1. Select the Add Institutional Training Support button in the Institutional Training
Support Detail section.

Training Support & Summary @

© Summary Statistics

@ Institutional Training Support Detail
NIH Sources of Support

Showing 1 -1 of total 1

Grant Title * Award Number = FProject Period + PD/PI + Action
Integrative iImmunology Training T32A1999999-37 07/1980 to 052019
Program

Add Institutional Training Support

© Census Totals

2. Search for support by entering any of the criteria on the Add Institutional Training Support
pop-up. You must enter either an IC Code or PD/PI Last Name.
o Activity Code

e IC Code

o Serial Number

o Suffix Code

o Start Date

o End Date

o PD/PI Last Name
o Institution

Tip: As you type an institution name, a drop-down list of potential matches will begin
to populate. Select the institution from that list.

3. Select the Search Funding Sources button.
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Add Institutional Training Support

Search NIH Funding Sources
© 3 Search Criterna

Activity Code % IC Code Serial Number Suffix Code
Start Date (mmidd/yyyy) End Date (mm/ddiyyyy)
# FDVPI Last Name

Institution

Clear I Cancel |

‘ Close

4. From the result list, click the Select link from the Action column for the correct project.

The added source of support will display on the Training Support and Summary screen.

Use the Edit and Remove links next to the record to update or remove the funding source as
necessary.

Additional detail can be found in the Institutional Training Support Detail section.
8.2.2 Census Totals

Displays totals for Faculty, Predoctorates, and Postdoctorates.

Faculty
° Total

« Participating

Use the Edit button to add to or update the numbers for unique faculty members across
participating departments and interdepartmental programs.

Predoc

The following read-only information is displayed. This data is maintained on the Participating

Departments/Programs section, and the sum totals across Participating Programs and
Departments are shown here.

o Total
o Supported by any HHS Training Award
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Total Predoctorates with Participating Faculty
Eligible Students with Participating Faculty

TGE Predocs Supported by this Training Grant
Predocs Supported by this Training Grant (R90 Only)

Postdoc

The following read-only information is displayed. This data is maintained on the Participating
Departments/Programs section, and the sum totals across Participating Programs and
Departments are shown here.

Total

Supported by any HHS Training Award

Total Postdoctorates with Participating Faculty
Eligible Postdocs with Participating Faculty

TGE Postdocs Supported by this Training Grant
Postdocs Supported by this Training Grant (R90 Only)

8.2.3 Institutional Training Support Detail (Revision)

Select the Edit link on the Institutional Training Support section of the Training Support
& Summary to open the Editing screen.
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Prepare Research Training Dataset (RTD) for Revision

RTD 1KI9MHS99999-01 FOXP2-Regulated Signaling Pathways Critical for Higher Cognitive Functions

POD/PI Enstein, Albert

Institutional Training Support Detail @

Project Title: Hippocampus, Posterior Cingulate Cortex and Contextual Leaming and Memory

Grant Number: ROTMHS99999-01A2

© Number of Trainee Positions

© Overlapping Faculty

Number of Overlapping Faculty 0

Showing 0 to 0 of 0 entries

Overlapping Faculty Name “  Action

No data available in table

Add Overlapping Faculty

8.2.3.1 Number of Trainee Positions

Use this section to add the number of Predoc, Postdoc, Short-term, and Participating Faculty
positions.

1. Select the Edit button.
2. In the Institutional Training Support pop up, enter the appropriate totals.
3. Click the Save button.

8.2.3.2 Overlapping Faculty

Use this section to update the number of overlapping faculty.
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1. Select the Add Overlapping Faculty button.

Prepare Research Training Dataset (RTD) for Revision

RTD 1K99MH999995-01 FOXP2-Requlated Signaling Pathways Critical for Higher Cognitive Functions

POD/PI Enstein, Albert

Institutional Training Support Detail @

Project Title: Hippocampus, Posterior Cingulate Cortex and Contextual Leaming and Memory

Grant Number: ROIMHE99999-01A2

© Number of Trainee Positions

© Overlapping Faculty

Number of Overlapping Faculty 0

Showing 0 to 0 of 0 entries

Overlapping Faculty Name “ Action

No data available in table

| Ada ovenapping Fa.:un-

2. In the Action column, select Add Overlapping Faculty for any participating faculty
members that are also on the Institution Training Grant. If a needed faculty member does not
display in the results, then add the faculty member as Participating Faculty as described in
the topic titled Participating Faculty Members (Revision) on Page 142 for revision
applications.

The Action column updates with the word Added.
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Add Overlapping Faculty
Person Name Commons UserID  Person ID Email Action
White, Snow WHITES 1234567 eRATest@mail.nih.gov [ Ada Overtapping Facuy |
Black, Jack BLACK] 2345678 eRATest@mail nih.gov [.-‘-.dd Overlapping Faculty |
Smith, Black SMITHB 3456789 eRATest@mall.nih.gov [Anu Overlapping Fac ul.‘j]
Smith, Blue SMITHBL 4567890 eRATest@mail.nih.gov [ Add Overtapping Facuty |
Light, Bud LIGHTB 56728901 eRATest@mail.nih.gov | Add Overlapping Faculty |
Crosby, Bing CROSBYB 6789012 eRATest@mail.nih.gov [ Ada Overiapping Facuny |
Thomas, Danny THOMASD 7890123 eRATestE@mail nih.gov [.-:.ua Overlapping Faculty |
Thomas, Marlo THOMASM 8901234 eRATest@mail. nih.gov SAdded
Close

3. Select the Close button.

The Overlapping Faculty Name displays on the Institutional Training Support Detail screen with
the option to Remove the overlapping faculty member. The updated total count of the overlapping
faculty is calculated by system and is displayed as read-only.

8.3 Participating Faculty Members (Revision)

Displays the participating faculty added to the RTD - or a message indicating that no faculty have
been added, when appropriate.

8.3.1 Add Faculty

To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
affiliation with my institution.
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NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.

Search for Faculty

© 3 Search Criteria
* Either Commens User ID or Person 1D or Last Mame is required to perform person search

* Commons User ID * Person ID

First Name Middle Name * Last Name

Shorts%

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add
the person to the RTD.

When the Add Faculty button is clicked, the Action column will display the word Added.
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Search for Faculty

O @ Search Critena

© £ Search Resulis

Persons

Filter:

Person Name

Sharts, Bill

Shorts, Jim

~ Commons User ID

Show

Commons

Institution * Email

UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER

UNIVERSITY OF eRATest@mail nih.gov

ROCHESTER

Showing 1 - 2 of total 2

10 [w| perpage -, »

+ Action

@Added

@ Looking for 2 Person but don't see that person listed? You can create a new xTRACT person record here.

Close

4. Search for and add other faculty as necessary, repeating the steps above.

a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.

8.3.2 Edit Faculty

Use the Edit link in the Actions column to edit the participating faculty detail for the selected
member. Refer to the topic titled Participating Faculty Detail (Revision) on Page 144.

8.3.3 Remove

Select the Remove link in the Actions column to remove the faculty member from the RTD. At

the confirmation, select Yes.

8.3.4 Participating Faculty Detail (Revision)

Use the + plus icon next to each individual sections of the Participating Faculty Detail. The Open
All Sections link reveals all collapsed sections at once.
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Prepare Research Training Dataset (RTD) for Revision

RTD 1K9MH929999-01 FOXP2-Requiated Signaling Pathways Critical for Higher Cognitive Functions

PDIPI Lennon, John

Participating Faculty Detail §
McCartney, Paul

@ Faculty Member Data

Commens User ID: MCCARTNEYP

Email: eRAStage@mail nih,gov
Rank:

Primary Department

or Program:

Research Interest:

Training Role(s):

@

©\Faculty Degree
Research Support

GiMentoring Record

Each section provides a means for editing the information. Refer to the steps below.
8.3.4.1 Faculty Member Data

Use the + plus icon in the Faculty Member Data panel of the Participating Faculty Detail to
display faculty data as described below.

o Commons User ID (read only)

Person ID (read only)
Email (read only)
« Rank

Primary Department or Program
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¢ Research Interest

o Training Role(s)

Use the Edit button to open the fields in a pop-up for editing. Select Save to save your changes.

8.3.4.2 Faculty Degree

From this panel, you may add a degree, edit a degree, or select a degree to add to an RTD.

The Source of degrees is displayed as read-only as x7TRACT (meaning that the degree was added
to the person in XTRACT) or as Commons Profile (meaning that the degree is from the Commons
Personal Profile of the person).

Add a Degree

1. Select the Add Degree button.
2. Update the fields in the Add a Degree pop-up:

Degree: Select from the list

Other Degree Text: Enter if the Degree selected is OTH (other type of degree) or an
other category like BOTH, DDOT, DOTH, MDOT, MOTH, and VDOT.

Degree Date: Enter in MM/YY Y'Y format

Terminal Degree: Select the Yes or No radio button as appropriate. When the Yes
button is selected, the terminal degree indicator (7his is the terminal degree of this
person.) displays next to the degree details in the view. Only one degree for a person
can be set as the Terminal Degree.

Degree Status: Completed or In Process are the selections available for Faculty
degrees.

Include in RTD: Yes or No are the options available.

Degree Institution: Enter the institution name, one institution per degree. Start typing
in some of the institution's name and a drop-down menu displays with related
institution names.

3. Select the Save button to save your changes.

4. Repeat for any additional degrees.

Edit a Degree

1. Use the Edit button next to a listed degree to display the Edit a Degree pop-up for editing.

2. Update the fields as necessary.
3. Select the Save button or click the Cancel button.
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Include in RTD

1. Locate the degree you are including in the RTD.

2. Check the Include in RTD box for the degree to be displayed in the Participating Faculty
Members Training Table on the RTD PDF. Up to three degrees can be selected to include
in the RTD.

Uncheck the box to exclude the degree.

Delete a Degree

Select the Delete button to delete the degree from the participating faculty detail. Delete degree is
not available if the Source of the degree is Commons Profile, meaning the degree is from the
Commons Personal Profile of the person.

8.3.4.3 Research Support

NIH Sources of Support

Includes the NIH Grant number, Role on Project or Subproject, Project Title, Project Period,
and Current Y ear Direct Costs. This information is displayed as read-only.

Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, Project Title, Project
Period, and Current Year Direct Costs.

To add additional support:

1. Select the Add Another Source of Support button to display fields for
searching/editing to add a non-NIH funding source.

2. Search for a funding source:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.

b. From the result list, click the Select link from the Action column for the correct
project.
3. Enter Start of Funding and End of Funding in mm/yyyy format.
4. Enter current year direct costs.
5. Select Save.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.
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8.3.4.4 Mentoring Record

Use the + plus icon in the Mentoring Record panel of the Participating Faculty Detail to display
counts of trainees mentored.

o Predocs In Training

o Predocs Graduated

o Predocs Continued in Research or Related Careers

o Postdocs in Training

o Postdocs Completed Training

o Postdocs Continued in Research or Related Careers

Use the Edit button to open the fields in a pop-up for editing. Save your changes by selecting the
Save button on the pop-up.

8.4 Students (Revision)

This section displays the students added to the RTD - or a message indicating that none has been
added, when appropriate. From this screen, you can add, edit, and remove students.

Prepare Research Training Dataset (RTD) for Revision

RTD 1K99MHFRF999-01 FOXP2-Regulated Signaling Pathways Critical for Higher Cognitive Funclions
PD/PI Lenngn, John
Students @

Add Student

Showing 1 - 1 of total 1

Perscn Name * Commons User D + Person D * Student Type % Action

Starr, Ringo STARR 1234567 Pre-dot Edn

Students(s) are listed in a table at the bottom of the screen along with the following information:

e Student Name
o Commons User ID (if available)

e Person ID
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o Student Type: Pre-doc or Post-doc

o Actions
o The Edit link opens the Student Detail for the selected trainee. Refer to the topic titled
Student Detail (Revision) on Page 151.

o The Remove link removes the person from the RTD.

The Add Student feature allows you to search for and add students or create new
xTRACT persons to add to the RTD.

8.4.1 Add Student
To add a student:

1. Select the Add Student button.

2. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your
institution by removing the checkmark from the box titled Search for persons who have a
Commons affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

3. All matching records display in the Person(s) table. Select the Add Student as link in the
Action column to add the person.

NOTE: After you perform a search, the Create a new XTRACT Person here link is
enabled. Use this link to create an XTRACT person record. Refer to the topic titled Create
XTRACT Person on Page 184

4. Select the Student Type from the pop-up box.

5. Repeat to add other students. Added students appear in the Person(s) list with the word
Added shown in the Action column.

6. Use the Close button to close the search screen.
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Search for Students

@@ Search Criteria

# Either Commaons User ID or Person 1D or Last Name is required to perform person search
#* Commons User ID * Person ID

First MName Middle Name #* Last Name

bond% X

¥ search for persons who have a Commons affiliation with my institution

You can perform a wildcard search on Commons 1D or Last Name, by using the "5%" character
For example: abcd% or %abcd% or ab%cd%

Search Pers Clear

Close

Search for Students

© 3@ Search Criteria

© £ Search Results
Persons
Showing 1 - 2 of total 2
Filter:
Show 10 [w| | per page « - *
Commons
Person Name “« Commons User ID % PersonliD = [Institution = Email = Action
Bond, James BOND) 1234567 UNIVERSITY OF eRATesi@mail nih.gov
ROCHESTER
Bond, Secure BONDS 7654321 UNIVERSITY OF eRATest@mailnih.gov @Added
ROCHESTER

@ Looking for a Person but don't see that person listed? You can create a new xTRACT person record here. ‘

Close

8.4.2 Edit Student

From the list of students, select the Edit link in the Actions column to edit the student detail.

Refer to the topic titled Student Detail (Revision) on Page 151.
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8.4.3 Remove
Select the Remove link in the Actions column to remove the student from the RTD. At the
confirmation, select Yes.

8.4.4 Student Detail (Revision)

Use the + plus sign icon to display individual sections of the Student Detail. The Open All
Sections link reveals all collapsed sections at once.

Prepare Research Training Dataset (RTD) for Revision

RTD 1K9MH929999-01 FOXP2-Requiated Signaling Pathways Critical for Higher Cognitive Functions

PDIPI Lennon, John

Participating Faculty Detail §
McCartney, Paul

@ Faculty Member Data

Commans User ID: MCCARTNEYP

Email: eRAStage@mail nih,gov
Rank:

Primary Department

or Frogram:

Research Interest:

Training Role(s):

@

B\ Faculty Degree
Research Support

GiMentoring Record

Each section provides a means for viewing or editing the information. Refer to the steps below.
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8.4.4.1 Student Data

Use the + plus sign icon in the Student Data panel of the Student Detail to display the following
read-only information:
e Commons User ID or Person ID

o Email

8.4.4.2 In Training Data

Use the + plus sign icon in the In Training Data panel of the Student Detail to display in training
data as described below. Use the Edit button to open the fields in a pop-up for editing.

e In Training
Type
Research Topic

o Start Date
o Into Current Degree-Granting Program, for a Predoctoral trainee

o Into Postdoctoral Research, for Postdoctoral trainee
o End Date (when Trainee Left Program)
8.4.4.3 Faculty Members
Displays the faculty members for the student on the RTD.

To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.
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Search for Faculty

© 3 Search Critenia

* Either Commens User ID or Person 1D or Last Mame is required to perform person search

% Last Name

Shorts%

* Commons User ID * Person ID
First Name Middle Name
M search for persans who have a Commons with my in
-ommons 1D or Last Name, by using the %" character

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add

the person to the RTD.

When the Add Faculty button is clicked, the Action column will display the word Added.

Search for Faculty

© [ Search Criteria

© £ Search Results

Persons

Filter:
Persen Name “ Commons User ID % PersonliD ]
Shorts, Bill SHORTSB 1234567
Shorts, Jim SHORTS] 7654321

Show
Commons
Institution * Email
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER

Showing 1 - 2 of total 2

0(-:M

10 1‘ per page

+ Action

GAdded

Agd Faculty

@ Locking for 2 Person but don't see thal persen listed? You can create a new xTRACT person record here.

Close
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4. Search for and add other faculty as necessary, repeating the steps above.
a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.

To remove a faculty member from the Student, select the Delete link from the Action column.
8.4.4.4 Degrees
xTRACT displays a list of completed degrees and associated data.

The Source of degrees is displayed as read-only as xTRACT (meaning that the degree was added
or edited to the person in XTRACT) or as Commons Profile (meaning that the degree is from the
Commons Personal Profile of the person).

To add a degree:

1. Select the Add Degree button.
2. Update the fields in the Create a New Degree pop-up:

o Degree: Select from the list

o Other Degree Text: Enter if Degree selected is OTH (other type of degree) or an
other category like BOTH, DDOT, DOTH, MDOT, MOTH, and VDOT.

o Degree Date: Enter in MM/YY Y'Y format

o Terminal Degree: Select the Yes or No . When Yes is selected, the terminal degree
indicator (This is the terminal degree of this person.) displays next to the degree
details in the view. Only one degree per person can be set as the Terminal Degree.

o Degree Status: Select Completed or In Progress, as appropriate

o Received in Training: Select Yes or No. Up to three degrees can be selected as
Received in Training.

o Degree Institution: Enter the institution name, one institution per degree. Start typing
in some of the institution's name and a drop-down menu displays with related
institution names.

3. Select the Save button to save the new degree.
4. Repeat for any additional degrees.

Use the Edit and Delete links in the Action column to update or remove the degrees as necessary.
Degrees with Commons Profile as a Source cannot be deleted.

8.4.4.5 Post-Training Positions

Displays post-training positions employment information. The Source of positions is displayed as
read-only as xTRACT (meaning the position was added or updated for the person in xXTRACT) or
as Commons Profile (meaning the position is from the Commons Personal Profile of the person).
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To add employment:

1. Select the Add Employment button.

2. Provide the following information:
o Faculty Teaching Position: Select from the list
o Professor; Associate Professor; Assistant Professor; Instructor; Other

o Academic Administrative Position: Select from the list
o President; Vice President; Dean; Assistant or Associate Dean; Chairperson of
Department (or Director); Other
o Primary Employment Indicator: Select the Yes, No, as appropriate.
e Full Time Employment Indicator: Select Full-Time or Part Time

o Current/Initial Employment Indicator: Select Primary Current or Primary
Initial or both, as appropriate

o Primary Activity: Select from list
o Research-intensive; Research-related; Further training; Other
o Employment Position: Enter the position title for the employment. This is required.
« Institution: Use the type a head feature to find the appropriate institution.
o Primary Department of Position: Use the type a head feature to find the appropriate
department.
o Start Date: Select a date in MM/YYY'Y format. This is required.
o End Date: Select a date MM/YYYY format.

3. Select the Save button to save the changes.
4. Repeat to add another.

Use the Edit and Delete links in the Action column to update or remove the positions as
necessary. Positions with a Source of Commons Profile cannot be deleted.

8.4.4.6 Subsequent Grants
NIH or Other Agency Sources of Support

Includes the NIH or Other Agency Grant number, Project Title, Award Start Date, Period of
Support.

To add additional NIH or Other Agency support:

1. Select the Add NIH Source of Support button to open the Add NIH Source of
Support pop-up.

Prepare RTD for Revision 155 December 09, 2016



xTRACT User Guide

2. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.
3. Select Save.

Use the Edit and Delete links to update or remove the funding source as necessary.
Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
Date.

To add additional support:

1. Select the Add Other Source of Support button to open the Add Non-NIH Source of
Support pop-up.

Search for support or create new funding source:

To search:
a. Search for support entering the parameters given and selecting Search Funding

Sources button.
b. From the result list, click the Select link from the Action column for the correct
project.

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

2. Select an option from the Role during funding drop-down.
3. Enter Start of Funding and End of Funding in mm/yyyy format.
4. Select Save.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

8.4.4.7 Publications
To add a publication:

1. Select the Add Publication button.

2. From the Add Publication pop-up, enter one of more of the required information:
Commons User ID, Person ID, or Last Name
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a. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of
your institution by removing the checkmark from the box titled Search for persons
who have a Commons affiliation with my institution.

b. All matching records display in the Person(s) table. Click the Add Faculty button to
add the person. This will populate the name into the Add Publication pop-up, which
will display on your screen once again.

3. Search for a publication by one of the following:
a. PMID/PMCID

First Name, Last Name, or Title
Click the Search button.
Click the Add button to add the appropriate publication.

o a0 o

Next select the appropriate Authors check boxes.

4. To edit a publication click the Manual Edit Publication button.
a. Enter the required fields: Title, Journal, or Authors.

b. Click the Continue to review & confirm button.

5. Finally click the Save button to save the information. You will see a confirmation at the top
of the pop-up.

To indicate no publications, mark the check box titled Check this box if there are no
publications for this trainee.

After checking the no publications check box, you will be guided through the following steps:

1. Select a reason for No Publications from the drop-down list.
2. Search for and select a faculty member.
3. Select the Save button to save the information.

Use the Edit and Delete buttons next to a specific publication to update or remove that record.

8.5 Participating Trainees (Revision)

Displays the participating trainees added to the RTD - or a message indicating that none has been
added, when appropriate. From this screen, you can add, edit, and remove participating trainees.
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Prepare Research Training Dataset (RTD) for Revision

RTD TKIIMHS95999-01 FOXP2-Regulated Signaling Pathways Critical for Higher Cognitive Funclions

PDIPI Lennon, John

Participating Trainees @

Showing 1 - 1 of total 1

Person Name “ Commons User ID # PersoniD % Trainee Type %+ Start Date # End Date + Action
Rogers, Kenny ROGERSK 7654321 Pre-dac

Participating trainee(s) are listed in a table at the bottom of the screen along with the following
information:

o Person Name

o Commons User ID (if available)

e Person ID

o Trainee Type: Pre-doc; Post-doc; Short Term

o Start Date

o End Date

o Actions
o The Edit link opens the Participating Trainee Detail for the selected trainee. Refer to
the topic titled Participating Trainee Detail (Revision) on Page 159.
o The Remove link removes the person from the RTD.

The Add Trainee feature allows you to search for and add existing trainees or create new
xTRACT persons to add to the RTD.

8.5.1 Add Trainee
To add a trainee:

1. Select the Add Trainee button.

2. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your
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institution by removing the checkmark from the box titled Search for persons who have a
Commons affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

3. All matching records display in the Person(s) table. Select the Add Trainee link in the
Action to add the person.

NOTE: After you perform a search, the Create XTRACT Person button is enabled. Use
this button to create an XTRACT Person record. Refer to the topic titled Create xTRACT
Person on Page 184

4. Select the Trainee Type from the pop-up box: Pre Doctoral, Post Doctoral, or Short Term
and click OK.

5. Repeat for any to add other students. Added students appear in the Person(s) list with the
word Added shown in the Action column.

6. Use the Close button to close the search screen.

8.5.2 Edit Trainee

From the list of trainees, select the Edit link in the Actions column to edit the trainee detail for the
selected trainee.

Refer to the topic titled Participating Trainee Detail (Revision) on Page 159.
8.5.3 Remove

Select the Remove link in the Actions column to remove the trainee from the RTD. At the
confirmation, select Yes.

8.5.4 Participating Trainee Detail (Revision)

While preparing an RTD for a Renewal, you can open the Participating Trainee Detail for a
trainee by selecting that trainee's Edit link. The Participating Trainee Data for the selected person
is grouped into panels. Use the +plus sign icon, Edit buttons, and links to display and edit the
information as detailed below.
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Prepare Research Training Dataset (RTD) for Revision

RTD 1K99MH999999-01 FOXP2-Regulated Signaling Pathways Critical for Higher Cognitive Functions

PDIPI Lennon, Johm

Participating Trainee Detail @

Parton, Dolly :-:'I-'_' f.:f.'l_:-

|+ i AN i
@ Trainee Data
Commons User ID: PARTOMD
Email: eRAStage@mailnih.gov

& In Training Data

& Faculty Members

© Support During Training
O Degrees

© Post-Training Positions
© Subsequent Grants

© Publications

IMPORTANT: The information displayed in the trainee detail is comprised of information
pulled from the trainee's eRA Commons Personal Profile, where available. However, updates
made to the XTRACT trainee detail will not update that trainees Personal Profile in Commons.

8.5.4.1 Trainee Data

Use the View link in the Trainee Data panel of the Participating Trainee Detail to display the
following read-only information, as applicable:

e Person ID or Commons ID

e FEmail

8.5.4.2 In Training Data

Use the View link in the In Training Data panel of the Participating Trainee Detail to display in
training data as described below. Use the Edit button to open the fields in a pop-up for editing.
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In Training
Type
Research Topic

Start Date
o Current Degree-Granting Program for a Predoctoral trainee

o Postdoctoral Research for Postdoctoral trainee

End Date (when Trainee Left Program)

NOTE: In order to finalize the RTD for an RPPR, all trainees must have a start date in the In
Training Data section. Additionally, trainees with No selected for In Training status must have
an end date.

8.5.4.3 Faculty Members
Displays the participating faculty added to the RTD.
To add faculty, select the Add Faculty Member button.

NOTE: Up to two faculty members may be associated with a student. If there already two faculty
members already listed, then the Add Faculty Member button does not display. To change a
faculty member, delete the appropriate one first and then add the new one.

1. Use the parameters on the Search for Person(s) window to find the faculty member. To look
outside your institution, uncheck the box titled Search for persons who have a Commons
affiliation with my institution.

NOTE: You must enter a Commons ID, Person ID, or Last Name to perform a search.

2. Select the Search Persons button.
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Search for Faculty

© 3 Search Critenia

* Either Commens User ID or Person 1D or Last Mame is required to perform person search

% Last Name

Shorts%

* Commons User ID * Person ID
First Name Middle Name
M search for persans who have a Commons with my in
-ommons 1D or Last Name, by using the %" character

Close

3. All matching records display in the Person(s) table. Select the Add Faculty button to add

the person to the RTD.

When the Add Faculty button is clicked, the Action column will display the word Added.

Search for Faculty

© [ Search Criteria

© £ Search Results

Persons

Filter:
Persen Name “ Commons User ID % PersonliD ]
Shorts, Bill SHORTSB 1234567
Shorts, Jim SHORTS] 7654321

Show
Commons
Institution * Email
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER
UNIVERSITY OF eRATest@mail nih.gov
ROCHESTER

Showing 1 - 2 of total 2

0(-:M

10 1‘ per page

+ Action

GAdded

Agd Faculty

@ Locking for 2 Person but don't see thal persen listed? You can create a new xTRACT person record here.

Close
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4. Search for and add other faculty as necessary, repeating the steps above.
a. Once two faculty members are added, the ability to add more is disabled.

5. Use the Close button to close the search screen when finished.

To remove a faculty member from the RTD, select the Delete link in the Action column.

8.5.4.4 Support During Training

NOTE: This section applies to pre-doc and and post-doc trainees only.

Sources of support, both within and outside of NIH, can be maintained in this section. Click on the
collapsed panel to display the information.

After a start date has been added for the trainee in In Training Data, the Training Years (TYSs)
will be displayed as read-only with corresponding abbreviations for funding sources in Support
During Training.

This NIH Training Grant
Includes the NIH Grant number , Project Title, Period of Support.

Click the Add This NIH Source of Support to add support from This NIH Training
Grant. Enter the Start of Funding and End of Funding. To remove support from This
NIH Training Grant, select Delete All from This NIH Funding Source of Support.

NIH Sources of Support
Includes the NIH Grant number, Project Title, Period of Support.
To add additional NIH or Other Agency support:

1. Select the search icon next to Funding Source to open query fields.
a. Enter search criteria in the fields.

b. Select the Search Funding Sources button.
c. From the list, select the funding source by clicking the appropriate Select link
in the Action column.
2. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.
3. Enter the Other role description if Other was selected for Role during funding.
4. Select Save.
5. Repeat the search to add more.

Use the Edit and Delete links to update or remove the funding source as necessary.
Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start

Prepare RTD for Revision 163 December 09, 2016



xTRACT User Guide

Date.
To add additional support:

1. Select the Add Other Source of Support button to open the Edit/Add Sources of
Support pop-up.

Search for support or create new funding source:

To search:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the link from the Action column for the correct
project.

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

Select an option from the Role during funding drop-down.

Enter Start of Funding and End of Funding in mm/yyyy format.

Enter the Other role description if Other was selected for Role during funding.
Select Save.

A

Repeat the search to add more.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

8.5.4.5 Degrees

xTRACT displays a list of completed degrees and associated data in reverse chronological order,
with incomplete degrees following.

To add a degree:

1. Select the Add Degree button.
2. Update the fields in the Create a New Degree pop-up:
o Degree: Select from the list
o Other Degree Text: Enter the name of the degree if an OTH type of degree was
selected.
o Degree Date: Enter in MM/YYYY format
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Terminal Degree: Select the Yes or No as appropriate. When Yes is selected, the
terminal degree indicator (7his is your terminal degree.) displays next to the degree
details in the view. A person can only have one terminal degree.

Degree Status: Select Completed or In Progress, as appropriate

Received in Training: Select Yes or No. Up to three degrees can be set as Received
in Training.

Degree Institution: Enter the institution name, one institution per degree. Y ou can
search for an institution by selecting the magnifying glass search icon.

3. Select the Save button to save your changes.

4. Repeat for any additional degrees.
5. Select the Close button when finished.

Use the Edit and Delete links in the Action column to update or remove the degree(s) as
necessary. Degrees Commons Profile as the Source cannot be deleted.

8.5.4.6 Post-Training Positions

Displays post-training positions employment information.

To add employment:

1. Select the Add Employment button.

2. Provide the following information:

Faculty Teaching Position: Select from the list:
o Professor; Associate Professor; Assistant Professor; Instructor; Other

Academic Administrative Position: Select from the list:

o President; Vice President; Dean; Assistant or Associate Dean; Chairperson of

Department (or Director); Other

Primary Employment Indicator: Select the Yes or No.
Full Time Employment Indicator: Select Full-Time or Part-Time
Current/Initial Employment Indicator: Select Primary Current or Primary
Initial
Primary Activity: Select from list

o Research-intensive; Research-related; Further training; Other
Employment Position
Institution: Enter the institution or select the icon to open a search box

Primary Department of Position: Enter the department or select the icon to open a
search box
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o Start Date: Select a date in MM/YY Y'Y format.
o End Date: Select a date MM/YYYY format.

3. Select the Save button to save your changes.
4. Repeat to add another.
5. Select Close to close the window.

Use the Edit and Delete links in the Action column to update or remove the position(s) as
necessary. Positions with Commons Profile as the Source cannot be deleted.

8.5.4.7 Subsequent Grants

NIH and Other Agency Sources of Support
Includes the NIH Grant number, Project Title, Period of Support.
To add additional NIH or Other Agency support:

1. Select the search icon next to Funding Source to open query fields.
a. Enter search criteria in the fields.

b. Select the Search Funding Sources button.

c. From the list, select the funding source by clicking the appropriate Select link
in the Action column.

2. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.

3. Select Save.
4. Repeat the search to add more.

Use the Edit and Delete links to update or remove the funding source as necessary.
Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
Date.

To add additional support:

1. Select the Add Other Source of Support button to open the Edit/Add Sources of
Support pop-up.

Search for support or create new funding source:
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To search:
a. Search for support entering the parameters given and selecting Search Funding
Sources button.
b. From the result list, click the link from the Action column for the correct
project.

To create:
a. Select the Create Funding Source button.

b. Update the fields. Required fields show a red asterisk (*).
c. Select Save.

2. Enter Start of Funding and End of Funding in mm/yyyy format.
3. Select Save.
4. Repeat the search to add more.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

8.5.4.8 Publications

To add a publication:

1. Select the Add Publication button.
2. From the Add Publication pop-up, enter one of more of the required information:
Commons User ID, Person ID, or Last Name
a. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of
your institution by removing the checkmark from the box titled Search for persons
who have a Commons affiliation with my institution.
b. All matching records display in the Person(s) table. Click the Add Faculty button to
add the person. This will populate the name into the Add Publication pop-up, which
will display on your screen once again.

3. Search for a publication by one of the following:
a. PMID/PMCID
First Name, Last Name, or Title
Click the Search button.
Click the Add button to add the appropriate publication.

U (A

Next select the appropriate Authors check boxes.
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4. To edit a publication click the Manual Edit Publication button.
a. Enter the required fields: Title, Journal, or Authors.

b. Click the Continue to review & confirm button.

5. Finally click the Save button to save the information. Y ou will see a confirmation at the top
of the pop-up.

To indicate no publications, mark the check box titled Check this box if there are no
publications for this trainee.

After checking the no publications check box, you will be guided through the following steps:

1. Select a reason for No Publications from the drop-down list.
2. Search for and select a faculty member.
3. Select the Save button to save the information.

Use the Edit and Delete buttons next to a specific publication to update or remove that record.

8.6 Program Statistics (Revision)

Prepare Research Training Dataset (RTD) for Revision

RTD 5T32DA999999.25 Pharmacology of Drug Abuse

POIPI Crosby, Bing

Program Statistics @

ﬁre program Statlstlcs appllcable fOr th|5 * Percentage of Trainees Entering Graduate School 10 Years

reporiing perdod? Ago Who Completed the Ph.D.
- 0.0 %

. Yes Mo )
#* Average Time to Ph.D. for Trainees in the Last 10 Years (not

including leaves of absence)

0o Year(s)

The Program Statistics section is only available for training grants that have Predoctorate
Trainees.

1. Enter the program statistics as follows:
o Percentage of Trainees Entering Graduate School 10 Years Ago Who Completed the

Ph.D.
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o Average Time to Ph.D. for Trainees in the Last 10 Years (not including leaves of
absence)

2. Select the Save Program Statistics button.

Use the checkbox to indicate that Program Statistics are not applicable for this reporting
period.

8.7 Applicants and Entrants (Revision)

To enter Pre-doc and Post-doc applicants and entrants, first enter the start year of the most recently
completed academic year and click the Submit button.

Select the Pre-Doc Applicants and Entrants and Post-Doc Applicants and Entrants links to
display and enter data for the specific academic year(s).

Prepare Research Training Dataset (RTD) for Revision

RTD 1KS9MHS99959-01 FOXP2-Regulated Signaling Pathways Critical for Higher Cognitive Functions

PDIPI Paisley, Brad

Applicants and Entrants @

Start year of the most recently completed
academic year:

Submit

The Pre-doc and Post-doc data may be edited via the links below, once the Start of the most recently completed academic year has been provided.

To change the most recently-completed academic year, change the year entered and select Submit.
When changing Academic years, any data entered for Applicant and Entrant Counts and
Characteristics are retained and associated with the shifted year based on order of years (rather
than previously specified year).

For example, let's say the first academic year is 2000-2001 and there are applicant/entrant data
entered for that year. If the first academic year is changed to 2001-2002 by changing the most
recently-completed academic year from 2001 to 2002, the same applicant/entrant data display for
that first year.
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8.7.1 Predoctoral Applicant and Entrant Counts and Characteristics
(Revision)

8.7.1.1 Edit the Counts and Characteristics

For each Academic Year, update the Applicant and Entrant Counts and Characteristics
appropriately. Use the Edit buttons provided at the bottom of each table to enter your data. These
buttons open up the fields on each table. Enter the data and select the Save buttons to save it. Or
select Cancel to exit editing without saving the changes.

Prepare Research Training Dataset (RTD) for Revision

RTD 1K99MHS95995-01 FOXP2-Regulated Signaling Pathways Critical for Higher Cognitive Functions

PDIPI Berry, Chuck

2015 - 2016 2014 - 2015 2013 - 2014 2012 - 2013 2011 -2012 Summary

Predoctoral Applicant and Entrant Counts and Characteristics @

. Cpe QNS
© Counts: Department or Program
Total Applicants New Entrants New Entrants
Applicant Eligible for New Entrants Eligible for Appointed to this
Department or Program Pool Support to the Program  Support Grant
CHEMICAL & BIOMOLECULAR
ENGINEERINGHENRY SAMUELI SCH OF
ENGIMEERING & APPLIED SCIENCE
Total a o 0 1} 1]

\Characteristics: GPA
haracteristics: Research Expenence

haracteristics. Prior Institutions

c © ©

haracternistics: Diversity

8.7.1.2 Counts table

For Predoctoral Applicants and Entrants, Counts are entered by Participating Departments or
Program. If a Department or Program is missing, refer to the topic titled Participating Departments
and Programs (Renewal) on Page 74. The following fields are provided for data entry on each
department or program:
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Department or Program (read only)
Total Applicant Pool

Applicants Eligible for Support

o New Entrants to the Program

o New Entrants Eligible for Support

8.7.1.3 Characteristics
The following tables exist for Characteristics:

GPA

Enter the Mean GPA, Lowest GPA, and Highest GPA for the following:

Total Applicant Pool

Applicants Eligible for Support

o New Entrants to the Program

o New Entrants Eligible for Support

Research Experience

Enter the mean, lowest, and highest number of months of prior, full-time research experience for
the following:

o New Entrants to the Program

o New Entrants Eligible for Support

Prior Institutions

Use the Characteristics: Research Experience section to search and select an institution. Start
typing in the Institution field. Select the appropriate institution from the drop-down list. Once the
institution is selected and displayed on the table, enter a numeric value in the New Entrants to the
Program and/or New Entrants Eligible for Support fields. Select the Add Prior Institution
link in the Action column.

Use the Edit and Remove links to modify or remove this data.

o New Entrants to the Program

o New Entrants Eligible for Support

Diversity

Enter the percent of entrants with a disability and the percent from under-represented racial and
ethnic groups for the following:
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o New Entrants to the Program

o New Entrants Eligible for Support

8.7.1.4 Summary of Counts and Characteristics

Select the Summary tab to display a summary for predoctoral applicants and entrants. The
summary displays the means across all years for the counts and characteristics.

To edit this information, refer to the above section of this topic.

8.7.2 Postdoctoral Applicant and Entrant Counts and Characteristics
(Revision)

For each Academic Y ear, update the Applicant and Entrant Counts and Characteristics
appropriately. Use the Edit buttons provided at the bottom of each table to enter your data. These
buttons open up the fields on each table. Enter the data and select the Save buttons to save it. Or
select Cancel to exit editing without saving the changes.
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Prepare Research Traiming Datasel (RTD) for Revision
RTD 4K12HD999999-20 UCLA, Child Health Research Career Development Awand
POIPI Berry, Chuck

2016 - 2017 2015 - 2016 2014 - 2015 2013 - 2014 2012-2013 Summary

Postdoctoral Applicant and Entrant Counts and Characteristics @

@ Counts: Degree Types

MNew Entrants
Applicants Eligible for  New Enftrants to the Mew Entrants Eligible  Appeinted to this
Total Applicant Pool Support Program for Suppeort Grant

PhDs

MDs

Dual-Degree Holders

Other Degree Holders

Total 0 ] 0 L] o

Edit Counis

S|Characteristics: Publications

haracteristics: Prior Institutions

@ JCharactenstics. Diversity

8.7.2.1 Counts table

For PhDs, MDs, dual-degree holders, and other degree holders, update the following information:

o Total Applicant Pool
« Applicants Eligible for Support
o New Entrants to the Program

o New Entrants Eligible for Support

8.7.2.2 Characteristics

The following tables exist for Characteristics:
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Publications

Enter the mean, lowest, and highest number of publications as well as the mean, lowest, and
highest number of first author publications for the following:

» Total Applicant Pool
« Applicants Eligible for Support
o New Entrants to the Program

o New Entrants Eligible for Support

Prior Institutions

Use the Characteristics: Research Experience section to search and select an institution. Start
typing in the Institution field. Select the appropriate institution from the drop-down list. Once the
institution is selected and displayed on the table, enter a numeric value in the New Entrants to the
Program and/or New Entrants Eligible for Support fields. Select the Add Prior Institution
link in the Action column.

Use the Edit and Remove links to modify or remove this data.

o New Entrants to the Program

o New Entrants Eligible for Support

Diversity

Enter the percent of entrants with a disability and the percent from under-represented racial and
ethnic groups for the following:

o New Entrants to the Program

o New Entrants Eligible for Support

8.7.2.3 Summary of Counts and Characteristics

Select the Summary tab to display a summary for postdoctoral applicants and entrants. The
summary displays the means across all years for the counts and characteristics.

To edit this information, refer to the above section of this topic.

8.8 Appointments (Revision)

Displays the training positions awarded and appointed, separately within two tables.
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Prepare Research Training Dataset (RTD) for Revision

RTD TK2OMHS99999-01 FOXP2-Reguiated Signaling Pathways Critical for Higher Cognitive Functions
PO/PI Estare, Fred
Appointments @

Training Positions Awarded

Sum of Budget Years

Predoctoral Awarded i} 1] 0 0 o
Postdactoral Awarded o o i o o
Shor-Term Awarded i} i} i o o

Training Positions Appointed

Sum of Budget Years
Predoctoral Appointed
Predoc Dual DEI:]IEE

Predor Diverse
Backgrounds.

Postdocioral Appainted

Postdoc MD of
Equivalent

Postdoc PhD of
Equinalent

Postdot DDS, DVM,
Cthr

Postdod Dual Degree

Postdac Diverse
Backgrownas

Short-Term Appointed

Shor-Term Diverse
Backgrounds.

Edit Appoiniments

8.8.1 Training Positions Awarded

The Training Positions Awarded table shows the number of awarded Predoctoral, Postdoctoral,
and Short-Term appointments for each budget year. The last column of the table shows the sum of
each appointment over all budget years.
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This information is read-only.
8.8.2 Training Positions Appointed

The Training Positions Appointed table shows the number of appointed training positions for
each budget year. The last column of the table shows the sum of each appointment over all budget
years. Training positions include:

o Predoctoral Appointed

o Predoc Dual Degree

o Predoc Diverse Backgrounds

« Postdoctoral Appointed

o Postdoc MD or Equivalent

o Postdoc PhD or Equivalent

o Postdoc DDS, DVM, Other

o Postdoc Dual Degree

o Postdoc Diverse Backgrounds

o Short-Term Appointed

o Short-Term Diverse Backgrounds

Use the Edit Appointments button to open the table fields for editing. A fter updating the fields,
select the Save Appointments button to save the information.

8.9 Preview PDF (Revision)

Select the Preview PDF link to open save, and/or print the training tables. An In Progress
watermark will be printed on the Training Table PDF until the RTD is finalized.

8.10 Finalize RTD (Revision)

Certain users have the ability to finalize the RTD for a training grant. Finalized RTDs are marked
as Final and cannot be edited.

To finalize an RTD

1. Select the Finalize RTD link from the RTD links on the left side of the screen.

A confirmation message warns: Are you sure you want to finalized this RTD? Once
finalized, the RTD cannot be edited?
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IMPORTANT: Once you finalize, the RTD cannot be edited. Select the No button if you
do not wish to finalize.

2. Select the Yes button to finalize the RTD.

XxTRACT generates a PDF version of the training tables without the In Progress watermark,
updates the status of the RTD to Final, and locks the RTD for editing.

You will have the option to view the finalized PDF at any time on the Search New RTDs screen
and unfinalize the RTD if needed.

If data are needed to finalize the RPPR RTD, the appropriate error message(s) display as follows:

e Missing Required Data: Start Date in the In Training Data section is required to finalize the
RTD. Please enter the missing data and try again.

o Missing Required Data: End Date in the In Training Data section is required to finalize the
RTD. Please enter the missing data and try again.

All trainees must have a start date in the In Training Data section. Additionally, trainees with No
selected for In Training status must have an end date.

Prepare RTD for Revision 177 December 09, 2016



xTRACT User Guide

9 Search for Persons

Use the Search for Person(s) screen to search for and access trainee information to maintain
profiles or prepare research training data sets for revisions, renewals, or progress reports.

XTRACT Infe  Mew Applications

Attions =
Search for a Person

Invite: Person to Create
a Profile

Training Grants | Persens  Institulion Data

© = Search Criteria

* Either Commans User 1D or Person 1D of Last Name is réquiréd 1o perform person search

* Commons User ID

First Name

+| Search for persons who have a Commons affillation with my Institution

* Last Name

XTRACT Info  New Applications

Actions=
Search for a Person

nvile Person o Create
a Profile

Training Granis  Persons Institution Data

@!I Search Criteria

© #¥Search Results

Persons

Show | 10 v| entries

Person Name “+ Commens User ID

Beach, Betty

Beach, Sandy

Showing 1 1o 2 of 2 entries

Beach x
%" characier
Search
Commons
Institution % Email % Action
UNIVERSITY OF eRAStage@mail ningov
ROCHESTER
UNIVERSITY OF eRAStage@mallnin.gov Edit
ROCHESTER

Previous - Next

@ Looking for a Person but don't see that person listed? You car@mw a new xTRACT person record here)

1. Select the Persons tab to access the Search for Person(s) screen.

2. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your

institution by checking the Search for persons who have a Commons affiliation with my
institution box.

Search for Persons
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NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

All records matching the entered search criteria display in the Person(s) section of the
screen. If no programs meet the entered criteria, the following message displays: Nothing
found to display.

The matching records are presented in a table and include the following related information:

o Person Name

o Commons User ID

o Person ID

o Commons Institution
o Email

o Action

Depending on your role, you may see the Edit or View link in the Action column. The Edit
link allows you to access the xTRACT Person Profile for editing, while the View link
provides read-only access. For more information on maintaining a person's profile, refer to
the topic titled x7TRACT Person Profile on Page 179.

NOTE: After searching for persons, the create a new xXTRACT person record here link
becomes available. Select this button to access the Create xXTRACT Person screen. Refer to
the topic titled Create xTRACT Person on Page 184 more information.

9.1 xTRACT Person Profile
9.1.1 Accessing the Person Profile

1. Select the Persons tab to access the Search for Person(s) screen.

2. Enter parameters and select the Search Persons button. By default the search will be
conducted within your institution, but you can expand this search to look outside of your
institution by checking the Search for persons who have a Commons affiliation with my
institution box.

NOTE: You must enter a Commons ID, Person ID, -or- Last Name to perform a search.

All records matching the entered search criteria display in the Person(s) section of the
screen. If no programs meet the entered criteria, the following message displays: Nothing
found to display.
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The matching records are presented in a table and include the following related information:

o Person Name

o« Commons User ID

o Person ID

o Commons Institution
o Email

e Action

NOTE: After searching for persons, the create a new xXTRACT person record here link
becomes available. Select this button to access the Create xTRACT Person screen. Refer to
the topic titled Create xTRACT Person on Page 184 more information.

3. Select the Edit link for the specific person profile being modified.

The xTRACT Person Profile screens displays for the selected person. Person Data, Sources
of Support, Degrees, and Employment can all be maintained in this profile.

Person Profile @
Boop, Betty
[+ Cpen ANl Seclions |
@ (3 Person Data

Full Name Boop, Betty
Commons User ID BETTYBOOP_EDI
Email eRASiage@mail.nih.gov
Primary Institution Affiliation in DAN'S INSTITUTION

Commons
© & Sources of Support
O & Degrees

O & Employment
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9.1.2 Person Data

Use the View link in the Person Data panel of the xTRACT Person Profile to display the
following information:

o Full Name
o Commons User ID
o Email

o Primary Institution Affiliation in Commons

Use the Edit links to open the fields for editing. Commons User ID cannot be edited.

9.1.3 Sources of Support

NOTE: This section applies to pre-doc and and post-doc trainees only.

Sources of support, both within and outside of NIH, can be maintained in this section. Use the
View button on the collapsed panel to display the information.

IMPORTANT: You must first select the Edit button to open the fields for editing.

NIH Sources of Support
Includes the NIH Grant number, Project Title, Period of Support.
To add additional NIH or Other Agency support:

[a—

Select the Add a Funding Source button to display fields for editing.

N

Select the search icon next to Funding Source to open query fields.
a. Enter search criteria in the fields.

b. Select the Search Funding Sources button.
c. From the list, select the funding source by clicking the appropriate Select link
in the Action column.
3. Enter Start of Funding and End of Funding in mm/yyyy format to indicate the dates
of this person's involvement.
4. Select an option from the Role during funding drop-down.
5. Select Save.
6. Repeat the search to add more.

Use the Edit and Delete links to update or remove the funding source as necessary.
Other Sources of Support

Includes Funding Source, Support Type, Project Number, Project Role, and Award Start
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Date.
To add additional support:

1. Select the Add Another Source button to display fields for editing.
Search for support or create new funding source:

To search:
a. Select the magnifying glass icon next to the Funding Source field.
b. Search for support entering the parameters given and selecting Search Funding
Sources button.
¢. From the result list, click the Select link from the Action column for the correct
project.

NOTE: You can edit this information using the Edit link before selecting.

To create:
a. Select the magnifying glass icon next to the Funding Source field.

b. Select the Create New Funding Source button.

c. Update the fields. Required fields show a red asterisk (*).

d. Select Save.

e. Select the created source from the results list, by clicking the Select link.

Enter Start of Funding and End of Funding in mm/yyyy format.

Select an option from the Role during funding drop-down.

Enter the Other role description if Other was selected for Role during funding.
Select Save.

AR

Repeat the search to add more.

Use the Edit and Delete links in the Action column to update or remove the funding source
as necessary.

9.1.4 Degrees

Click on the collapsed panel to display degree details. XTRACT displays a list of completed
degrees and associated data in reverse chronological order, with incomplete degrees following.

The Source of degrees is displayed as read-only as xTRACT (meaning that the degree was added
to the person in XTRACT) or as Commons Profile (meaning that the degree is from the Commons
Personal Profile of the person).

Select the Edit button to open the fields for editing.
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To add a degree:

1. Select the Add Another Degree button.
2. Update the fields:
o Degree: Select from the list
o Other Degree Text
o Degree Date: Enter in MM/YYYY format

o Terminal Degree: Select the Yes or No radio button as appropriate. When the Yes
button is selected, the terminal degree indicator (7his is your terminal degree.)
displays next to the degree details in the view.

o Degree Status: Select Completed or In Progress, as appropriate
o Degree Institution: Enter the institution name, one institution per degree. Y ou search
for an institution by selecting the magnifying glass search icon.
3. Select the Save This Degree button to save your changes.
4. Repeat for any additional degrees.

Use the Edit and Delete links in the Action column to update or remove degree information as
necessary. Degrees with Commons Profile as a Source cannot be deleted.

9.1.5 Employment

Click on the collapsed panel to display information about post-training employment positions. The
employment positions are categorized as follows:

 Primary Position

o Current Positions

o Past Positions

The Source of positions is displayed as read-only as xTRACT (meaning the position was added or
updated for the person in XTRACT) or as Commons Profile (meaning the position is from the
Commons Personal Profile of the person).

Select the Edit button for the appropriate position type to open the fields for editing.
To add employment:

1. Select the Add Employment button.
2. Provide the following information:
o Faculty Teaching Position: Select from the drop-down.
o Professor; Associate Professor; Assistant Professor; Instructor; Other
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Academic Administrative Position: Select from the drop-down.
o President; Vice President; Dean; Assistant or Associate Dean; Chairperson of
Department (or Director); Other
o Primary Employment Indicator: Select the Yes or No.
o Full Time Employment Indicator: Select Full-Time or Part-Time
o Employment Position
« Institution: Enter the institution or select the icon to open a search box
o Primary Department of Position: Enter the department or select the icon to open a
search box
o Start Date: Select a date in MM/YYYY format.
o End Date: Select a date MM/YY Y'Y format.

3. Select the Save button to save your changes.
4. Repeat to add another.

Use the Edit and Delete links in the Action column to update or remove the funding source as
necessary. Positions with a Source of Commons Profile cannot be deleted.

9.2 Create xTRACT Person

In order to create an XTRACT person, you must first perform a search to verify that the person
record does not already exist. Verify that the results of the search — displayed in the Person(s) table
— do not include the person you are creating.

To continue creating the XTRACT person, follow the steps below.

1. Enter the person data in the designated fields.
o Prefix: Select an option from the list.

o First Name (required)

o Middle Name

o Last Name (required)

« Suffix: Select an option from the list.
o Email Address (required)

2. Select the Save button to save the changes.

You can cancel the action at any time without saving changes by selecting the Cancel
button.
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Create XTRACT Person

* Required Fields
Prefix

- Select - ﬂ
* First Name
Middle Name
# Last Name
Suffix

Select v

Email Address

Save Cancel

After saving, the screen updates to show the addition in the Person(s) table.

Use the Edit link to edit the xTRACT Person Profile. Refer to the topic titled xTRACT Person
Profile on Page 179 for more information.
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10 Institution Data

Select the Institution Data tab to display options form maintaining Institution Information. Refer
to the related topic for more information on the following:

o Maintain Programs

o Maintain Funding Sources

o Upload Funding Sources

10.1 Search for Programs at the Institution

To access the Programs screen, select the Maintain Programs link under the Institution
Information section of the Institution Data screen.

To search for a program:

I.

Select the Maintain Programs link under the Institution Information section of screen to
display the Programs screen's fields.

If there are no programs at your institution, the Programs screen displays with the following
message: There are no programs defined yet for your organization. Use the Create
Program to start defining programs.

If there are programs at your institution, the Programs screen displays the programs in a
table and include the following related information:

e Program Name
e Program Description
o Action

Besides listing the programs the Programs screen also displays the following message:
Looking for a Program but don't see it listed? You can also create one.
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Programs

& Looking for a Program but don't see it listed? You can also creale one,

Showing 1 - 2 of total 2|

Program Name “*  Program Description % Action
123 —waldensirom macroglobulinemia Tesling pecple with waldenstrom macroglobulinemia

Test 1 - waldenstrom mac roglobulinemia Testing people who have survived waldenstrom macroglobulinemia 18 years or
more

NOTE: The Programs screen also displays, the create one link. Select this link to access
the Create Program screen fields. Refer to the topic titled Create a Program at Institution
on Page 187 more information.

Use the Edit link for a specific program to modify that program.

10.1.1 Create a Program at Institution
Access the Create Program screen by:

o Selecting the Create Program link on the Programs screen
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Create Program @

¥ Required field(s)

% Program Name

Program Description

Save Cancel

1. Enter the Program Name. This field is required and has a limit of 60 characters.

2. Optional: Enter a description of the program in the Program Description field. This is an
optional field and can be left blank. This field has a limit of 250 characters.
3. Select the Submit button to save the changes.

You can cancel the action at any time without saving changes by selecting the Cancel
button.

10.1.2 Update Programs

Use the Update Programs screen to edit a program's name and description. To access this screen,
select the Edit link after successfully searching for the program.

1. Update the name of the program in the Program Name field and/or the description of the
program in the Program Description field as necessary.

2. Select the Submit button to save the changes.

You can cancel the action at any time without saving changes by selecting the Cancel
button.
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After submitting, the Update Program screen shows the following message: Your program (name)
was saved successfully. Click here to edit it.

Edit Program @

¥ Required field(s)

% Program Name

123 —waldenstrom macroglobulinemia

Program Description

Testing people with waldenstrom macroglobulinemia

Save Cancel

10.2 Maintain Funding Sources

Select the Maintain Funding Sources link under the Institution Information section of the
Institution Data screen.

To search for a funding source:

1. Enter and/or select the appropriate search criteria in the Maintain Funding Sources fields:

Type of Funding
Funding Source Number
Organization

Start Date

End Date

Project Title
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2. Select the Search Funding Sources button.
Y ou can use the Clear button to remove the entered search criteria and start over.

Matching records display beneath the search fields. The information includes Project Title;
Type; Number; Organization; Project Dates (if available); and available Action links.

Institution Information - s s s
Maintain Non-NIH Funding Sources e
Maintain Progra ms

© Search Crnteria
Maintain Funalng

Sources Type of Funding Source Organization
Upload Funding Fellowship -~ Foundation (Fadn) =
Sounces Other National Science Foundation (NSF)
Research Assistantship b Non-US (Mon-US) b
Funding Source Number Project Title
Start Date (mmiyyyy of yyyy) End Date (mmiyyyy of yyyy)
You can perform a wildcand search by using the "%" character, for example: abcd% or %abcd% or ab%cd%

Search Funding Sources Clear

Select the Edit button to modify a specific funding source or click the create a new funding
source here link. See Edit Funding Source or Create Funding Source topic respectively.
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Maintain Non-NIH Funding Sources e

© Search Critena

(+] Funding Sources matching your search criteria

Show | 10 |w| |entries Search
Project Title “* Type * Number s Organization + Project Dates
85JDFG Scholarship FSFSFG Other 012016 - 0172016
Test 16 Scholarship ] University 0172016 - 0172016
Test3 Scholarship b Non-Us mrzme - /2016
Test 30 Scholarship DFHFHJSDF Other 0172016 - 0172016
Showing 1 to 4 of 4 entries Previous

© Looking for a Funding Source but don't see it in your search results? You car(cr!m a new funding source her!_).

10.2.1 Create Funding Source

Access the Create Non-NIH Funding Source screen by selecting the create a new funding
source here link on the Maintain Non-NIH Funding Sources screen.

To add the funding source:

1. Enter the following fields as appropriate, taking note of the required fields marked with an
asterisk (*).

Project Title (required): Enter the project title for the funding source.

Type of Funding Source (required): Select the appropriate type of funding source
from the list: Fellowship; Other; Research Assistantship; Research Grant; Scholarship;
Teaching Assistantship; Training Grant

Funding Source Number: Enter a funding source number as needed.

Organization: Select the appropriate choice from the list: NIH; Foundation; National
Science Foundation (NSF); Non-US ; Other; Other Federal; University

Start Date (mm/yyyy or yyyy): Enteras MM/YYYY or YYYY

End Date (mm/yyyy or yyyy): Enteras MM/YYYY or YYYY

Description: Enter a description of the source as needed. This field has a maximum
limit of 200 characters.
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2. Select the Save button to save the information.

Create Non-NIH Funding Source

% Required field(s)

% Type of Funding Source Organization
Scholarship A Other (Other) Y
Teaching Assistantship Other Federal (Other Fed)
Training Grant b University (Univ) v
* Project Title Funding Scurce Number
Sample Funding Source 1234567
Start Date (mmiyyyy of yyyy) End Date (mmiyyyy or yyyy)
042016 062017
Description

This is my sampie funding source descrption

10.2.2 Edit Funding Source

xTRACT users with the proper privileges can maintain an institution's funding sources for use in
research training data sets for progress reports, revisions, or renewals on existing training grants or
for new applications.

The Edit Funding Source screen is used to maintain the funding source data.

To access this screen, select the Edit link after successfully searching for the funding source.

To maintain a funding source:

1. Complete the fields in the Edit Funding Source section.
o Project Title (required): Enter the project title for the funding source.

o Type of Funding Source (required): Select the appropriate type of funding source
from the list: Fellowship; Other; Research Assistantship; Research Grant; Scholarship;
Teaching Assistantship; Training Grant

Institution Data 192 December 09, 2016



xTRACT User Guide

o Funding Source Number: Enter a funding source number as needed.

o Organization: Select the appropriate choice from the list: NIH; Foundation; National
Science Foundation (NSF); Non-US ; Other; Other Federal; University

o Start Date (mm/yyyy or yyyy): Enteras MM/YYYY or YYYY

o End Date (mm/yyyy or yyyy): Enteras MM/YYYY or YYYY

o Description: Enter a description of the source as needed. This field has a maximum

limit of 200 characters.

2. Select the Save button to save the information.

Edit Non-NIH Funding Source

* Required field(s)

* Type of Funding Source Organization
Fellowship ~ Foundation (Fdn) A
Other Mational Science Foundation (NSF)
Research Assistantship u Non-US (NMon-US) b
# Project Title Funding Source Number
Sample Funding Source 1234567
Start Date (mmiyyyy or yyyy) End Date (mmlyyyy or yyyy)
0472016 06/2017
Description

This is my sample funding source description

jp S—

§

10.3 Upload Funding Sources
Funding sources can be uploaded.

1. Select the Upload Funding Sources link under the Institution Information section of the
Institution Data screen.

The Upload Funding Sources screen displays with notes regarding uploading your funding source
data.
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Institution INformaton
Maintain Programs

Maintain Funding
Sources

Upioad Funding
Sources

B

B

v ®

B

B

ERC I

B

ATRACT Info  Mew Applications  Training Grants Persons | Instilution Data

Upload Funding Sources
Piease note the following when uploading your funding source data:

The file format must match the tab-delimited format in the temptate that is avallabie for download. Click here for instructions on how to convert an Excel File to
the Comect Upload Format

Including the column headers ks optional. Howewver, they mus! match those in the template.

The tab-gelimited tempiate format ingludes the follewing required columns: Funding Source Project Titie, Type of Funding Source, Funding Source Number,
Funding Source Organization, Funding Source Start Date, Funding Source End Date, Funding Source Description

The Funding Source Project Title and Type of Funding Source are required for each uploaded funding source. The other columns are optional

The Funding Source Project Title must be 200 characters or less.

The Type of Funding Source must be one of "F" for Fellowship, "OTH" for Other, "RA" for Research Assistaniship, "RG" for Research Grant, “5° for Scholarship,
“TA” for Teaching Assistantship, of “TG" for Training Grant

If & ks provided, the Funding Source Number must be 20 characters of less

If i ks provided, the Funding Source Organization must be one of “NIH™ for NIH, “FON" for Foundation, “NSF™ for National Science Foundation, "NUS™ for Non-
US, "OTH" for Other, "OTHF™ for Cther Federal, or "LINIV for University

If the Funding Source Start Date andior Funding Source End Dale are provided, each must be in the form of mmdyyyy o yyyy.

If the Funding Source Descripiion is provided, it must be 200 characters or less,

The data will be validated upon uplaad of the file and the results will be presented on the screen.

If 2 file upload fails for any reason such as incomect data of Incomect format, none of the records will be saved in IMPACI. You will need to make the
comections and re-upload the file.

Daia is commitied to the database only afier all rows in the upload file pass validation

Dent have an ingut flle, but would like 1o download a template thal luslrates the file formal? Yoy can
[Bowmioad a lemplate here|

2. To use a template, click the You can download a template here link.
a. Edit, Save and upload the template.

3. To upload your file, click the Browse button to upload your funding source.
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